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¢ How to establish a clerical work 
measurement program 
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Also developers of rey ef sos conductive floor tile for 


safety and itation in hospital anesthetizing areas. 
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TILE COMPANY 


ab 
CWraltonal Accounting Machines save us $17,200 a year... 
repay their cost every 10 months.”’ 


“Until we installed National accounting 
machines, our accounting operation— 
linked with that of our six subsidiary com- 
panies — was necessarily a long and in- 
volved one. 

“Today, we use Nationals for accounts 
receivable and customer statements . . . 
weekly and monthly preparation aging of 
accounts receivable, showing details of all 
past-due accounts .. . and net sales to date 
on each account. Further, we have estab- 
lished a centralized credit control of all ac- 
counts of our six subsidiary companies. 


THE NATIONAL CASH REGISTER COMPANY, pvayvron 9, on10 


—THE MOSAIC TILE COMPANY, Zonesville, Ohio 


“Largest maker of real clay floor and wall tile.” 


With the a of Nationals, these opera- 
tions are tightly controlled and highly 
efficient. 

“Nationals save us $17,200 annually, re- 
turning their cost every 10 months (about 
120% annual return on our investment). 
We regard them as an investment in effi- 
ciency that has paid off handsomely for 
our company.” 


‘a jo i ONT Treasurer and Comptroller 
The Mosaic Tile Company 


977 OFFICES IN 94 COUNTRIES 


+ TRADE MARK REG. U.S. PAT. OFF. 


In your business, too, National ma- 
chines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your near- 
by National man will gladly show 
how much you can save—and why 
your operators will be happier. 


ONpalional 


ACCOUNTING MACHINES 
ADDING MACHINES - CASH REGISTERS 
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Which salesman 


made an appointment in advance by Long Distance? 


The one who’s finding the customer’s door is open, of course. 


He pinned down his appointment by calling ahead — LONG DISTANCE RATES ARE LOW 
Long Distance. As a result he saved a long lobby wait. And Here are some examples: 
he’ll move promptly from this customer to the next. Baltimore to Philadelphia 55¢ 
Boston to Syracuse 
Cincinnati to St. Louis . . . $1.00 
Detroit to Dallas 


Los Angeles to New York $2.50 


You can prove that this idea pays in your business. Why These are the daytime Station-to-Station rates 


; for the first three minutes. They do not include 
not try it and keep a record of the time and money you save? the 10% federal excise tax. 


Make it a habit, always, to telephone in advance for 
appointments. You save time. And many times an appoint- 
ment call brings an order—saves a trip. 


Call by Number. It's Twice as Fast. 


BELL TELEPHONE SYSTEM 
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for increased executive efficiency 


_ 


ates 


Md -AASoVW 


TEmpleton 8-5900 - NEW YORK: 305 EAST 63rd STREET BOSTON: 150 CAUSEWAY STREET + Richmond 2-1800 
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PARIS in the spring may be 
every American’s beau ideal, but 
no one city, after all, has a 
monopoly on spring. Warm May 
days in New York, or San 
Francisco, or any other large 
American city graced by fre- 
quent parks have their own very 
special attraction — especially 
when lunch hour is at hand, 
there’s a good book waiting to 
be read, and the work and wor- 
ries of the office routine can be 
put away for a brief and pleas- 
ant hour. 


office 
management 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


may, 1955 
Vol. XVI No. 5 


in this issue 


“Solidly grounded citizens” (Editorial)....-.---.---. 17 


How to establish a clerical work measurement program 18 
by Ralph W. Fairbanks 


Methods programs aren’t restricted to large offices...- 21 
by Robert C. Weisselberg 


New efficiency in an old building. --------.----.----- 


Decentralized management not threatened by data 
processors, AMA told (Part II).......-..++++++++ 


Speakers announced for NOMA conference opening 
in Toronto May 22 «.-------+--0++eseeeeeeee renee 


Automation in the office ee 


Tools of the office series ee 
This month: movable partitions 
by Robert Beeman 
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Associated Business Publications « 


Published monthly by 
GEYER-McALLISTER PUBLICATIONS 


Andrew Geyer-McAllister, Inc. 
Publishers since 1877 


212 Fifth Ave., New York 10, murray Hill 9-4411 


branch offices 
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/ Your R.C.Allen euler 


gives you more when you trade for 


Secretaries week features 
educational programs 


Countrywide educational programs 
for secretaries were a feature of Nation- 
al Secretaries Week, observed this year 
from April 24th through 30th under 
the co-sponsorship of the National Sec- 


- 
at ee 
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Manufacturers of 
America’s Finest 


Business Machines 


] 
isOmalic / 


Yes, an R. C. Allen dealer will give you the 
biggest allowance possible for your old type- 
writer. You pay less, because of quantity 
discounts, when you make a trade-in deal 
with the R. C. Allen dealer in your town. 
And when you get new R.C. Allen VisOmatic 
typewriters, you are getting the most mod- 
ern, most advanced typewriters you can buy. 
No other standard machine, even at higher 
prices, gives you all the deluxe features 
found in R. C. Allen VisOmatics. You get 
visible and automatic margin setting, auto- 
matic set and clear tabulation, finger-formed 
speed-spaced keyboard, balanced line spacing, 
and heavy duty, long-life construction for 
value that lasts and lasts. 


ASK your local R. C. Allen dealer to tell you 
how much more you can get for your old 
typewriters, with quantity discounts, when 
you trade them in on new R. C. Allen 
VisOmatics. Or write Dept. 686 for FREE 
illustrated brochure and the name of your 
nearest dealer. 


R.C.Allen Business Machines, Inc. 


Grand Rapids, Michigan 


BOOKKEEPING MACHINES ¢ CASH REGISTERS 
VISOMATIC TYPEWRITERS * ADDING MACHINES 


retaries Association and the Office 
Equipment Manufacturers Institute. 

Mrs. Lilyan Miller, NSA president, 
pointing out that the theme of this 
year’s program was “Better Secretaries 
Mean Better Business,” said that the 
week was intended to be educational 
and that it was “not intended to glam- 
orize secretaries or be the occasion for 
an employer to present his secretary 
with an orchid.” 

Many of the more than 300 chapters 
of NSA conducted Secretarial Work- 
shops. These programs, sponsored indi- 
vidually by the local chapters, featured 
prominent speakers and panels selected 
from the business, education, and sec- 
retarial fields. Most of the workshops 
were held in cooperation with local 
colleges or universities. Secretaries at- 
tending them were given “ideas, prac- 
tical know-how, and a broader knowl- 
edge of the business world of which 
they are an important part.” 

In other activities backed by the 
NSA, members of the Association gave 
lectures to business school and high 
school students on various aspects of 
the secretary’s job and on the qualifica- 
tions secretaries should acquire in order 
to be successful. 

The NSA announced also that its 
CPS (Certified Professional Secretaries) 
program is continuing to grow. The 
number of secretaries qualifying for 
this certification has now reached 582. 
Candidates, who must be at least 25 
years of age, are required to pass 12- 
hour examinations on a wide field of 
subjects relating to secretarial and busi- 
ness work. The fourth annual exam- 
inations, given last year, qualified 222 
secretaries as new members of this se- 
lect group. 

The Association has also announced 
that it will hold its annual convention 
in Chattanooga, Tenn., July 20-23. 
Headquarters will be Read House. 
Among the features of the program 
will be the crowning of the Secretary 
of the Year and a CPS dinner, 

Mrs. Ivy Baker Priest, Treasurer of 
the United States, will deliver the key- 
note address. The convention theme 
will be, “The secret of success is con- 
stancy of purpose.” 
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A revolutionary new 


HIGH FIDELITY 


Dictation-Transcription Machine 


by COMPTOMETER 


for ttself'! 


Comptometer announces a revolutionary new dictation 
machine that pays-for-itself as you enjoy years of the finest 
high fidelity, magnetic dictation. Now dictation becomes 
as easy and natural as talking to your secretary. The amaz- 
ing lifetime guaranteed magnetic Erase-O-Matic belt 
can be used thousands of times over again. No expensive 
discs, cylinders or records to continually buy, ever. The 


letters you dictate are so error-free ...so easy to under- —thand auc 
stand, because of the high fidelity voice reproduction, 
[NEVER WEARS OUT 


it makes any typist a secretary. Here truly, is America’s 


finest machine with savings that now bring dictation 3 - 
within the means of every business. Mail coupon for pan fr Life: 
: R 
* a 


complete information on this compact electronic 
achievement by Comptometer. 


Another quality product by Felt and Tarrant, 
Mfg. Co., makers of World Famous Comptometer, 
Adding-Calculating machines since 1886 


Outstanding Features... 


e@ ERROR FREE DICTATION e HIGH FIDELITY RECORDING 
e DUAL SPEAKERS @ PORTABLE @ SMALL—COMPACT 


with matchless SIMPLICITY of operation 


— — - ——a ay 


omptometer DICTATION —TRANSCRIPTION MACHINE | 


COMPTOMETER Dictation Division 

Felt & Tarrant Mfg. Co., 1702 N. Marshfield St., Chicago 22, Ill. 

Gentlemen: We are interested in the Comptometer Office Dictation-Transcription Machine with the 
Lifetime Guaranteed Erase-O-Matic Recording Belt. Without cost or obligation: 

(0 Please send Complete Information D Arrange for a Demonstration [ Arrange for a Free Office Trial 


® 


Title 


Name 


Company 
Address 
City 


be. a en — 
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The Seeburg Library Unit. Attractive limed oak cabinet. The Seeburg Custom Unit (inset) for built-in 
installations. Mounted on sturdy sliding metal tracks. Both units have high fidelity pre-amplifier and pickup. 


music will benefit 


The benefits of music upon factory and 
office personnel gains greater recogni- 
tion every day. Music combats the bore- 
dom of repetitive tasks... music reduces 
absenteeism and labor turnover . . . 
music builds morale . . . music increases 
office efficiency and factory production. 


You can put the benefits of music to 
work easily and economically with See- 
burg Background Music Service. 


THE SEEBURG PLAN. Highlight of the 
plan is a LEASE-PURCHASE agree- 
ment covering all the equipment. 
Monthly payments apply toward even- 
tual ownership of the entire sound sys- 
tem. The Seeburg Background Music 
Library, which includes a_ refresher 
service every 30 days, is available at a 
separate monthly rate. 


i 


/ 


THE SEEBURG BACKGROUND MUSIC 
SERVICE. The distinctive feature of this 
modern music service is the Seeburg 
Background Music Library. Every 
selection has been carefully arranged 


the most revolutionary development 
for the playing of recorded music since 
the invention of the phonograph. The 
Select-O-Matic is completely automatic 
—no attendants are required. How- 


and scientifically programmed for work 
and atmosphere music. 


The music is recorded “live” by 
outstanding orchestras in Hollywood, 
Munich and Vienna. It is mastered and 
pressed to exacting high fidelity stand- 
ards by RCA-Victor on 45 RPM Ex- 
tended Play Discs of pure virgin Viny- 
lite (no filler). Frequency range is from 
30 cycles (low frequency) to 15,000 
cycles (high frequency) per second. 


THE SEEBURG MUSIC SYSTEM. Nucleus 
of the system is the world-famous See- 
burg Select-O-Matic mechanism .. . 


ever, the Select-O-Matic permits play- 
ing individual records if desired. 


PAGING SERVICE. A complete, efficient, 
easy-to-use paging and public address 
system is also provided. 


TRUE HIGH FIDELITY. The Seeburg 
Music System is high fidelity all the 
way including a high fidelity pre- 
amplifier, a high fidelity magnetic pick- 
up with genuine diamond styluses and 
specially designed Seeburg extended 
range remote speakers. So now, back- 
ground music and high fidelity repro- 
duction become one and the same thing. 


SEEBURG 


Background Music Service 
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y J. P. Seeburg Corporation, Chicago 22, Illinois 
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SAATERS WALT? 
ORANA 


Were gal! oP 
Te secant” * 


The Select-O-Matic Mechanism. Heart of the Seeburg System. The Seeburg Background Music Library. Mastered and pressed 
Completely automatic operation. Plays the records vertically. by RCA-Victor on Seeburg label. Monthly refresher service. 


your business 


Factories, offices, banks, savings and loan associations, hotels, A Seeburg Console for your home. Real selectivity. Full- 
clubs, stores, institutions know the benefits of background music. spectrum high fidelity. Light Korina or rich mahogany cabinet. 


WRITE FOR INFORMATION. Learn how easily you J. P. Gastang Corpusation, Chinge 22, ies 
[_] Please send data on Seeburg Background Music Service. 


can apply the benefits of music to your business. vere F 7 

: , I ted Seeburg Select-O-Matic f home. 
You’ll find the Seeburg Plan is as unusual in concept es = pct apelin 
as the Seeburg System... brilliant in performance. 


MAIL THE COUPON y 
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SALESMANS ORDER BOOK 
. RETURNED GOODS 
a a ——— 


Baltimore Business Forms 


* agus ail 


can you use to modernize 


— INVOICE 
REPAIR ORDER MERCHANDISE TRANSFER | 


eagerness — 
REQUISITION — 
SS DEPOSIT SLIPS 
< o a 

| 


pac® aa 


your operations? 


How long has it been since you’ve looked over your present forms. 
Or have you just overlooked them, without connecting changing con- 
ditions at your company with the need for changed systems? A thor- 
ough analysis of your operation by a Baltimore Business Forms 
expert can pay unexpected dividends in the form of faster paper work, 
greater internal efficiency and speedier external communications 
and deliveries. The experience gained by Baltimore Business Forms 
in solving countless problems for over 60,000 of the nation’s leading 
business houses can solve yours too. Give us a call or write us— 
today! There’s a handy coupon printed below. 


BALTIMORE BUSINESS FORMS 


Saving time and reducing costs in business and industry 


The Baltimore Salesbook Company 


University plans records 

and archives programs 

The Second Institute on Records 
Management, which will be held in 
Washington under the sponsorship of 
The American University and the Na- 
tional Archives and Records Service, 
June 20 to July 1, will include lectures 
on the following subjects: 

“The Problem of Paper Work in 
Modern Administration,” “Administra- 
tion of Records in an Organization,” 
“Systems of Arrangement for Current 
Records,” “Organization and Procedure 
for Current Records Management,” 
“Evaluation and Scheduling of Rec- 
ords,” “Mechanization in Records 
Work,” “Organization and Procedure 
for Records Retirement,” “Control of 
Records in the Records Center,” and 
“Planning the Records Program.” 

Following the close of this program, 
the university, in cooperation with the 
National Archives and Records Service 
and the Maryland Hall of Records, will 
hold its First Institute on the Preserva- 


|tion and Administration of Archives: 


Advanced. This will be given from 
July 5th to 16th, 

Lecture topics include: “Recent Arch- 
ival Literature,” “The National Arch- 
ives and Records Service Since 1950,” 
“Administration of State Archives, 
University Archives, and Manuscripts 
Depository,” “The Archivist and 
Records Management,” “The Theory 
of Records Classification,” “Standards 
of Records Appraisal,” “Finding Aid 
Work at the National Archives, Manu- 
scripts Division of the Library of Con- 
gress, and the Maryland Hall of Rec- 
ords,” “Cataloging,” “Indexing,” “Ad- 
ministration of a Records Center,” 
“Administration of Microfilming De- 
vices,’ “Administration of Motion 
Picture and Still Picture Hold- 
ings,” “Editing and Publishing of 
Archival Material,” “Reference Serv- 
ice,” “European Archives in the Post- 
War Period,” and “Developments in 
the Business Archives Field.” 


NCR expands plant 
The National Cash Register Co., of 


‘er reercemas mite: cas setae tans sas eee emma anaes ————= | Dayton, Ohio, has begun construction 
The Baltimore Salesbook Company, 3134 Frederick Avenue, Baltimore 29, Md. | | on a new three-story $2,000,000 manu- 
We are interested in seeing samples of Baltimore Business Forms. | facturing building and will shortly be- 

| Nome oh ee ea is & r gin work on a six-story engineering and 
ae Ss ae - _ |__| research building which will cost about 

. | | $4,000,000. The two buildings are part 
ee # 1 (of a $17,000,000 capital expenditures 
Address | | program for the current year, which is 
aes nnaniniaiuisaenapiiaalil Stote___ the largest such appropriation for one 

Renicnsremr enna cinineecnvenncenansanseu>amnanscisanedths tain J | year in the company’s 70-year history. 
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9 
What Ss Your SPACE 


SAVING? 


Desk Planning Correlation makes 


every square inch of 
floor space work! 30” 


top depth puts every- 

P bl 9 thing in easy reach 
To em * for efficient use. Single 
pedestal units are per- 
fect for tight spots! 


SECRETARIAL 
EFFICIENCY? 
Everything about the 
Correlation ‘“‘Secreta- 
rial” is designed for 
better work. Exclusive 
Steel Age Shelfomatic 
typewriter shelf glides 
open at a touch with 
lightweight or heavy 
typewriters! 


PESTER EEE HEHEHE EEE EERE EEE EEE EEE EEE EEE EEE EH EEE HEHEHE OEE EEE 


EFFICIENT 
WORK AREAS? 


You can create dozens 
of efficient work sta- 
tions like this from 
Correlation units. 
You get double value 
from each unit, be- 
cause it’s correlated! 


SOSH EEE HEHEHE EEE EEE HEE EEEEEEEEE HOES COCO e ee eee . 


‘Correlation’ can solve it! 


Correlation is far more than a new, freshly styled 
family of fine desks. Correlation was painstakingly 
designed to actually so/ve most problems that create 
inefhiciency in offices. Modern high strength plas- 
tics were called upon to reduce drawer noise to a 
whisper. New concepts in construction were de- 
veloped to enable users to easily expand individual 
units—or combine two or more units to form 
space-saving work areas. And over 100 top and 
finish color combinations were made available for eorceccrcccovecconsecocoscceooeonsscocessosessoscoscecosescoosooooososs 
color styling unlimited! 


OFFICE 
NOISE? 


Desk drawer clatter 
is hushed to a whis- 
per now with Steel 
Age's exclusive ny- 
lon rollers with 
Buna ‘‘N"’ rings— 
tough, long-wear- 
ing, self-lubricating! 


Is it any wonder that business people every- 


where are hailing Correlation as the year’s most COLOR . 
exciting innovation in office furniture? You will, STYLING? 
too, when you see it at your Steel Age Dealer's! Correlation gives 


you a rainbow of 

attractive finishes 

= and desk top ma- 

ee e terials. You can 
create or match al- 

most any color 


scheme now! 
“The Quality Choice of Modern Offices” 


CORRY-JAMESTOWN MFG. CORP., CORRY, PA. 
Branch Offices: Atlanta + Boston * Chicago + Dallas + Detroit * New York + Oakland + Philadelphia + Seattle 
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Group #3—Standard pedestal with 45” desk 
top with convenience drawer. 5589 table with 
panel end and 5599 cabinet attached. 


It’s Easy to Assemble 
“Correlation” Work Stations 
and convenience drawer, 5589 table attached. lik e th ese in Any Office 


Group #2—Standard pedestal with 45” desk top 


The ease of creating tailored work stations from Correlation 
units is one of the outstanding features of this new Steel Age 
desk line. All units are correlated to enable you to utilize every 
square foot of your office space more efficiently. 

With correlated groups like these, office personnel can do more 
work and better work, thanks to the comfort and efficiency of 
work areas that match specific jobs. 

In addition, each individual Correlation desk unit can be 

Group #4—Two standard pedestals with 45” expanded to meet changing functions and space needs, because 
desk tops joined by 5589 table. tops, bases, pedestals and end panels are completely interchange- 
able. This feature often eliminates the need for a completely new 
investment in office furniture each time new or additional desk 
work areas are needed. 

It's one more reason why an investment in Steel Age is an invest- 

ment in the future! Get acquainted with Correlation today! 


Group #8—5560 desk attached to 5588 top ‘ vyeel) Age 
with panel end, 5590 bookcase, 5591 cupboard. 


CORRY-JAMESTOWN MFG. CORP., CORRY, PA. 
Branch Offices: Atlanta + Boston + Chicago + Dallas * Detroit + New York + Oakland + Philadelphia + Seattle 
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Coming Events 


British Industries Fair. 

London and Birmingham, May 2-13. 
Place: Olympia Hall, London, and 
Castle Bromwich, Birmingham. (In- 
formation: British Information Service, 


30 Rockefeller Plaza, New York.) 


AMA Insurance Conference. 

New York, May 4-6. 

Sponsor: American Management Asso- 
ciation. Place: Hotel Statler. 


Conference for Office Managers. 
Milwaukee, May 17. 

Sponsors: University of Wisconsin; 
Wisconsin Manufacturers Association. 
Place: Wisconsin Tower Building. 


NOMA International Conference. 
Toronto, May 22-26. 

Sponsor: National Office Management 
Association. Place: Royal York Hotel 
and Mutual Arena. Conference in- 
cludes office machinery and equipment 
exposition. 


AMA General Management Conference. 
New York, May 23-25. 

Sponsor: American Management Asso- 
ciation. Place: Roosevelt Hotel. 


IASA Conference. 

Chicago, May 23-25. 

Sponsor: Insurance Accounting and 
Statistical Association. Place: Palmer 
House. 


NACA Conference. 

New York, June 19-23. 

Sponsor: National Association of Cost 
Accountants. Place: Waldorf - Astoria 
Hotel. 


Institute on Records Management. 
Washington, June 20-July 1. 
Sponsors: The American University; 
National Archives and Records Service. 
Place: The American University. 


Wharton Refresher Conference on 
Work Simplification and Measurement. 
Philadelphia, June 20-July 1. 

Sponsor: Wharton School, University 
of Pennsylvania, Place: Dietrich Hall, 
Wharton School. 


Institute on the Preservation and 
Administration of Archives: Advanced. 
Washington, July 5-16. 

Sponsors: The American University; 
National Archives and Records Service; 
Maryland Hall of Records. Place: The 


American University, 
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F H means 


Forget Hand-folding 


...and save! 


A lot of people in a lot of offices would 
be glad to forget hand-folding if they 
could. It’s a boring chore. Wastes many 
hours of valuable company time. 

A Pitney-Bowes model FH 
office Folding Machine will 
make everybody happier ...and 
end the waste! The FH is small, 
portable, takes up little space — 
and costs less than a standard 
typewriter! Electrically driven, 
with semi-automatic feed, it will 
fold all your form letters, 
bulletins, statements, mail 
enclosures, etc....far faster 
and more accurately. 
(Automatic feed optional at 
slight extra cost). The FH can 
make two folds at once, double- 
folding up to 5,000 sheets per hour 
—even folding sheets stapled together. 

It makes eight different folds, handles 
sheets from 3x3 to 84x14 in a wide 
range of paper weights and finishes. And 
it takes only a few seconds to set it for a 
job. Just move two little knobs to adjust 
it for the kind of fold you want. Easy as 
tuning your TV! 


The FH costs less 
than a typewriter! 


For a demonstration in your own on 
office, call the Pitney-Bowes office listed C4 
~~ 


in your ‘phone book—or send the coupon 
for free illustrated booklet. 


Fully automatic model FM 
folds up to 19,000 sheets per hour 


Pitney-Bowes, INc. 
2902 Walnut St., 
Stamford, Conn. 


(Sp 


P ITN EY- BOWES Send free booklet on Folding Machine to: 
Folding Machines: »~< 


= Firm 
Made by Pitney-Bowes, Inc.... originators 
of the postage meter...94 branch offices, Adiicuss 
with service in 259 cities in U.S. and Canada. 
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If there’s Du Pont Ludox’in your wax 


Glistening floors can still be safe floors—if the floor wax contains 
“Ludox” colloidal silica, Du Pont’s anti-slip ingredient. 

Tiny, transparent particles of ‘‘Ludox”’ impart a unique “‘snub- 
bing”’ action to the wax film—retard the shifting of wax particles 
under foot pressure. The result—added traction and added safety 
underfoot! oat 

Try a wax containing ‘“Ludox.” You'll see how safe beautiful 
floors can be. 

E. I. du Pont de Nemours & Co. (Inc.), Grasselli Chemicals 
Dept., Wilmington 98, Del. In Canada: Du Pont Company of 
Canada Limited, Box 660, Montreal. 


Ask your 
maintenance man or 
janitor supply house 
for one of the many 

fine waxes on the market 
containing Ludox.® 


Gm Lubpox' 


RUG. U.S. PAT. OFF. 


BETTER THINGS FOR BETTER LIVING Colloidal Silica 


+ « THROUGH CHEMISTRY 
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Coming Events 
(Continued) 


National Employ the Physically 
Handicapped Week. October 2-8. 
Sponsor: American Federation of the 
Physically Handicapped, 1370 National 
Press Bldg., Washington, D. C. 


SPA International Systems Meeting. 
Detroit, October 10-12. 

Sponsor: Systems and Procedures Asso- 
ciation of America. Place: Sheraton 
Cadillac Hotel. 


: Rochester Business Show. 

Rochester, N. Y., October 20-22. 
Sponsors: Rochester Chapter of the Na- 
tional Office Management Association; 
Rochester Chamber of Commerce. 
Place: Chamber of Commerce Bldg. 


National Business Show. 

New York, October 24-28. 

Sponsor: Office Executives Association 
of New York. Place: 69th and 7st 
Regiment Armories. 


Cincinnati Business Show. 
Cincinnati, October 25-26. 

Sponsor: Cincinnati Office and Business 
Equipment Show Committee, Inc. 
Place: Hotel Sheraton Gibson. 


San Francisco Conference and Office 
Equipment Show. San Francisco, 
November 7-9. 

Sponsor: San Francisco Chapter, Na- 
tional Office Management Association. 
Place: Sheraton Palace Hotel. 


International Automation Exposition. 
Chicago, November 14-17. 

Sponsor: The International Automation 
Exposition. Place: Navy Pier. 


Air Conditioning and Refrigeration 
Exposition. Atlantic City, 

November 28-December 1. 

Sponsor: Air-Conditioning and Refrig- 
eration Institute. 


Clary changes company name 


The Clary Multiplier Corp., manu- 
facturer of adding machines, cash reg- 
isters, electronic data processing ma- 
chines, and other equipment, has 
officially changed its name to Clary 
Corp., according to a recent announce- 


ment from President Hugh L. Clary. 
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HORIZONTAL office buildings in 
suburban areas seem to be intrigu- 
ing our British cousins, too. A let- 
ter has come from an English con- 
cern asking us to suggest the names 
of American companies which have 
built the “long, low model” office 
buildings, so that English builders 
may be guided by their experience, 
and warned of any possible unfore- 
seen difficulties in the adaptation 
from vertical to horizontal layout. 
& 
THERE’S no slackening apparent 
in the tempo of association meetings 
devoted to exploration of all the 
new developments in the office field, 
and their implications for manage- 
ment. The regular NOMA interna- 
tional conference is scheduled to be 
held in Toronto this month, while 
a simultaneous “top management” 
conference will be held by AMA 1n 
New York. These are both meet- 
ings of long standing, but other 
meetings are being scheduled by 
AMA to run during the summer 
months. More details about these 
later. 
+ 

WE feel the “lead article” this 
month by Ralph W. Fairbanks, who 
serves as consultant on office auto- 
mation for this magazine, is particu- 
larly valuable for its diagramming 
of a simple and inexpensive way 
to establish a work measurement 
program in the office—a project that 
has bewildered many companies in 
the past. Problems have arisen be- 
cause of the varying nature of cleri- 
cal work, and the difficulty in estab- 
lishing standards valid for the par- 
ticular conditions existing in a given 


With the 


editors— 


office. One of the major values of 
the “Earned Hour” plan described 
in Mr. Fairbanks’ article is that it 
makes particular note of these two 
handicaps, and compensates for 
each of them. 
* 
AMONG the articles we hope to 
give you in early issues: a complete 
story on the planning the Sylvania 
Electric Corp, is doing in the con- 
struction of its new automatic data 
processing center in Camillus, N. Y. 
—which will be, as far as we know, 
the first example of a building 
planned and constructed solely and 
exclusively for use as a processing 
center. Also of course there will be 
complete reports on the important 
spring conferences mentioned earlier. 
a 

THIS is what we hope to do in the 
editorial content of the magazine: 
give news, as fast and as fully as 
possible, of all the important new 
developments affecting office man- 
agement, to present a certain pro- 
portion of specific and detailed 
articles on subjects of interest to 
office management, and to balance 
these with broad, general back- 
ground articles relating new devel- 
opments and trends in office man- 
agement to the entire management 
picture. In addition to this, of 
course, our regular features on 
equipment and trends in the use of 
equipment. 


Mmm V. Mof 


Editor 
Robert M. Smith Robert Beeman 
Managing Editor Associate Editor 


Program on supervision 
announced by AMA 

A new supervisory development pro- 
gram involving periodicals, research re- 
ports, and other services, has been an- 
nounced by the American Management 
Association. The program will be han- 
dled by Supervisory Development Serv- 
ices, AMA, 300 W. 43rd St, New 
York. 


The program is directed to line and 
staff executives rather than to foremen. 
It will undertake to provide the sub- 
scriber with a library on the develop- 
ment of supervisors and with news on 
current developments in the field. Sub- 
scribers will receive monthly issues of 
Supervisory Development Today, an 
eight-page bulletin, and of Supervisory 
Development Sourcebook, a manual. 
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Techniplan L-shaped work stations, separated by low partitions. 


you'll find GLOBE-WERNICKE office equipment everywhere ! 


Globe-Wernicke Techniplan’s modular principle 
imparts such great flexibility to planning that you 
can “tailor-make” your office to your own require- 
ments. For example, you can select from many 
types and sizes of partitions to provide sections 
or departments with any degree of privacy, which 
encourages higher production by reducing dis- 
tractions of sight and sound. In addition to prac- 
tical, money-saving considerations, you'll like 
Techniplan’s modern, business-like appearance. 


Globe-Wernicke Techniplan, the original modu- 
lar steel office equipment, scientifically integrates 
work stations so that all available space provides 
maximum utility. With skillful arrangements, 
Techniplan will bring unparalleled efficiency and 
pleasant working conditions to any office. Ask 
your Globe-Wernicke dealer, listed in the phone 
book’s “Yellow Pages” under “Office Furniture’, 
for full details on Techniplan. He'll gladly help 
you work out arrangements. Or, write us direct. 


oo. Oe E-W ER N ae 


CINCINNATI 12, OHIO 


MANUFACTURERS OF THE WORLD‘S FINEST OFFICE EQUIPMENT, SYSTEMS, FILING SUPPLIES AND VISIBLE RECORDS 
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“Solidly grounded citizens” 


AMERICAN BUSINESS does not ask, in the various forms of support it is 
now giving educational institutions, that colleges produce specialists but that 
they turn out “good and solidly grounded citizens,” Philip D. Reed, chairman 
of the board, General Electric Co., told an educational conference last month. 
This viewpoint, aside from its sociological significance at a time when colleges 
and universities are increasingly dependent on private industry for financial 
assistance, has meaning for the business community as a whole. 

We have taken pride in becoming a nation of specialists—and the need for 
specialists is growing still. But honesty must make us concede that too often 
early overemphasis on specialization has produced “experts” who lack the 
broad and adequate educational background which is the best foundation for 


intelligent specialization. Without that background, specialization alone often . 


leads to a provincialism of viewpoint, a limitation of perspective that does not 
contribute to personal well-being, or the benefits of business as a whole. 

We think that the trend which seems to be setting in against narrow 
overspecialization these days, paradoxically, will be accelerated by the tech- 
nological advances coming in office and factory. The new machines invading 
our economy are not only changing office operations, and lifting human beings 
beyond much of the routine work they have done in the past; they are also 
breaking down the divisions within the company that have existed; strict, 
self-contained departments and procedures are giving way to an overall ap- 
proach to the work of the company in all its phases, 

Intelligent direction of this changeover is going to require imagination, as 
well as knowledge, and it is going to demand knowledge of a broad scope, 
which can judge and evaluate beyond the narrow confines of one field. The 
coming years will belong to the men and women, specialists though they may 
be, who can view their work, not as an entity, but in perspective to the needs 
and purposes of the entire company. 
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A distinctive feature of the “earned hour” plan is that workers do not have to record individual output 


How to establish— 


A clerical work measurement program 


An absolute prerequisite for any kind of incentive pay 
plan, and valuable for controlling idle time, an effective 


clerical work measurement program can be instituted sim- 


ply and economically— 


by Ralph W. Fairbanks 


Fairbanks Associates, Management Consultants, Greenwich, Conn. 


ONE OF THE major areas in which 
offices have been handicapped in sys- 
tematizing their work as compared 
with factories has lain in the field of 
establishing work standards, measuring 
work output, and raising that output 
through such devices as incentive pay 
systems. 

The hesitation attending introduc- 
tion of these regulating measures in the 
office is easy enough to understand. 
Office work does not lend itself as well 
to work measurement as the much 
more specialized and formalized rou- 
tines of the factory; it is more difficult 
to get accurate standards, and there are 
a greater variety of non-routine jobs in 
the average clerical worker’s day than 
there are in the factory worker’s. We 
can accept these things as facts, but 
that is no reason why some of the ad- 
vantages of work measurement cannot 
be given the office, even though we 


know in advance that we cannot 
achieve as precise a standard as might 
be possible in the factory. Half a loaf 
is better than none in raising produc- 
tion, and if we accept in advance the 
fact that we’re never going to have per- 
fection in a clerical work measurement 
system, we may be agreeably surprised 
at how much we can accomplish by it. 
Furthermore, if we are ever to es- 
tablish any kind of incentive pay sys- 
tem for clerical workers, an absolute 
prerequisite is the most accurate work 
measurement program possible. 


Cuts idle time 


But even if an incentive pay system 
is not visualized, work measurement 
makes sense from the management 
viewpoint because it operates—if well 
planned — to eliminate idle time of 
workers, and spotlights sub - standard 
groups in the clerical picture. 
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Too many management executives 
are quite uncertain as to just where to 
start in planning an office work meas- 
urement program, however, because of 
the factors cited: the varying jobs in 
each day and the lack of the type of 
conventional work standards available 
in the factory. 

Both of these handicaps can be mini- 
mized by use of a work measurement 
plan that does not attempt to dupli- 
cate the basic platform of the factory 
program, but is oriented to the indi- 
vidual conditions applying in clerical 
work. 

The basic principles of the plan 
which we have found most effective 
in installing office work measurement 
programs are these: hours spent on each 


Office work does not lend it- 
self as well to work measure- 
ment as the formalized rou- 
tines of the factory, but if we 
accept the fact that we can- 
not achieve perfection in a 
clerical work measurement 
system, we will be agreeably 
surprised at how much we 


can accomplish— 
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job category are used as the measuring 
unit rather than dollars. Special 
non-countable operations which the 
worker is called on to perform, but 
which cannot be considered as among 
the worker’s basic repetitive tasks, are 
recorded in terms of time. This time 
is then subtracted from the clerk’s 
working time record so that the work- 
er’s record on countable tasks is not 
distorted. Total production records are 
kept for departments rather than for 
individuals, with individuals respon- 
sible only for keeping records of the 
time spent on different kinds of jobs. 

Standards—the stumbling block in 
instituting so many work measurement 
programs in the past—are established 
within the individual office by record- 
ing average production by clearly- 
defined jobs within departments in 
that particular office over a fairly long 
period of time, and using that average 
as a basis. 


Eight basic steps 

Let’s see how a program would 
work step by step, assuming that man- 
agement decides to institute work 
measurement on the basis we have out- 
lined: 

1. The clerical departments within 
the office would be determined. 

2. The basic, repetitive jobs within 
each department would be listed. 

3. A basis of measure would be de- 
termined for each job, 

4. The individual workers would re- 
port the hours worked on each job, 
but not their individual production on 
each job. 

5. A “counting point” within the 
department or group would report the 
total units processed on each job. 

6. From these two basic counts— 
worker’s individual time on each job; 
departmental or group total output on 
each job, a standard would be estab- 
lished for each job. 

7. The actual work measurement 
program would begin, with total de- 
partmental hours spent on each job 
recorded each week, as against the 
number of hours the department 
should have taken according to the 
standard to process the amount of 
work recorded for that week. 

8. A running comparison of each 
department’s performance with the per- 
formance of all other departments in 
the office would be kept to show man- 
agement company weak spots. 

These are the basic steps involved in 
installing the “Earned Hour” work 
measurement plan. Now let’s see what 
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is involved in each. 

First the general clerical departments 
are identified within the office. A typ- 
ical breakdown in the office of a manu- 
facturing company thus might be: 
Accounts Receivable, Accounts Pay- 
able, Billing Cost, Inventory Control, 
Payroll, Production Control, Purchas- 
ing, etc. 

When the first breakdown into de- 
partments has been made, the work of 
each department should be analyzed 
to determine its major routine jobs. 
Some departments will handle a va- 
riety of more or less unrelated work; 
others will concentrate on performing 
a limited number of highly mechan- 
ical tasks. Accounting, at one extreme, 
handling refunds, payrolls, cash dis- 
bursements, accounts payable, social se- 
curity reports, withholding certificates, 
war bonds, and reconciliation of bank 
checks, would offer a good example of 
a complex department, while another 
department in the same company 
might concentrate on relatively limited 


tasks like punching tabulating cards or 
embossing metal address plates. 

The next step after distinguishing 
the jobs—and the degree of relation- 
ship between jobs—performed by each 
department is the determination of a 
basis for measuring the work per- 
formed on each job, The basis of 
measure will vary with each job per- 
formed, but in the jobs listed for the 
two departments cited above a logical 
breakdown would be as follows: 

In the accounting department: 


Job Basis of measure 
Refunds No. of Refunds 
Payroll No. of Employees 


Cash Disbursements No. of Disbursements 
Accounts Payable No. of Accounts 
Social Security Reports No. of Reports 
Withholding Certificates No. of Certificates 
Reconciling Checks No. of Checks 


On the other hand, the basis of 
measuring highly repetitive work may 
have to be slightly different. For ex- 
ample, in the other department cited, 
responsible for punching tabulating 
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In a period when general clerical costs are steadily increasing, a drop in ac- 
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tual clerical costs represents a greater potential savings than is apparent 
by simple comparison of present reduced costs against a previous high point 
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REPORT OF HOURS WORKED 


DEPT. Order Marking 


WEEK fur 5019 — 


Jobs Worked 


| Paid Gift Orders 


Paid Non Gift Orders | 6 


Mon | Tue | Wed | Thu | Fri | Sat | Total 
A\Z|7\7 
4 


Complex and 


Part Paid Orders 


Unpaid Non Gift ers 


Unpaid Gift Orders 


Total Hours 


A typical individual time report for a week in which all duties fell in measurable classification 


cards and embossing metal address 
plates, the numbers of each different 
kind of card to be punched might be 
the criterion in preparing tabulating 
cards since each kind of card may have 
varying numbers of columns to be 
punched. 

The work needed to emboss address 
plates, on the other hand, is about the 
same for all plates, so that the total 
number of names to be embossed 
would represent the basis of measure 
for the job. 

At this point, having broken down 
the varying types of jobs within each 
of the previously determined depart- 
ments, we are ready to begin the ac- 
tual establishment of standards. Each 
clerk within each department will be- 
gin keeping a simple -record of her 
working time on a daily time sheet 
which is broken down in short time 
periods. .The clerk, by merely mark- 
ing with a single line on the sheet the 
time consumed on doing any one job 
(including the individual, non-repeti- 
tive jobs) as well as break time, pre- 
sents a complete picture of the actual 
amount of time she has spent during 
that day on each of the jobs which 
are to be used eventually in creating 
job standards. 


Note that the clerk is usually not in- 
volved in counting or recording the 
quantity of work she has performed on 
her daily time sheet. That is one of the 
salient features of this plan which 
contributes to its economy and ease 
of operation. She records merely the 
time consumed during the day for each 
of the various types of job she does in 
the day, At the end of the week, she 
breaks down on a weekly time report 
the time spent on each of the routine 
jobs for which standards are to be es- 


tablished. 
“Total recorded at counting point 


The total output count for each job 
simultaneously is kept at a counting 
point established within the depart- 
ment. Here the total of the items 
completed on each job within the de- 
partment is recorded on a weekly 
basis. Again no attempt is made to 
identify output by individual workers. 

These two basic records—the indi- 
vidual worker’s record of total time 
given each week to various types of 
jobs, and the counting point’s record 
of the total number of items proc- 
essed by all workers within the de- 
partment or group on each type of job 
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are correlated on a Job Record compiled 
each week for each of the listed routine 
jobs within the department. Thus, on 
a record sheet for each of the de- 
termined jobs within the department 
we record the total number of hours 
devoted to that particular kind of work 
by all the clerks in that department 
as against the total number of items 
completed in that type of work by all 
the clerks. 

This ratio is the basis for the Stand- 
ard Hours which are eventually to be 
set up. But since any group of hu- 
man beings work at varying speeds, 
and at different levels of efficiency, 
it is wisest to take an average ratio 
over a long period of time. We 
usually specify weekly records over 
a six-month period before a_ final 
ratio is accepted as a standard, 

Assuming that we have weekly to- 
tals of individual clerks’ Reports of 
Hours and the weekly totals of Re- 
ports of Units Processed recorded for 
each job within a given department 
over a six-month period, we then to- 
tal the units processed and total the 
number of hours devoted by all de- 
partment clerks to that particular job 
within the six-month period. By di- 

(To page 74) 
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TODAY’S large, well-run company 
has found a weapon to fight rising 
costs and keener competition—a meth- 
ods department. By constant study of 
improving ways of doing work, a 
methods department helps to reduce 
the company’s expenses. With im- 
proved goods and services, it is easier 
for the firm to meet competition. 

Executives of medium-sized and 
smaller companies are envious. They 
say, “Sure, we'd like a methods depart- 
ment, too. But we don’t have the 
money to throw around on luxuries, 
like big business. Our company isn’t 
big enough to afford a methods pro- 
gram.” 

The answer is simple: the smaller 
firm can benefit more from methods 
improvement. If it is to grow, it 
can’t afford not to plan, to improve, 
to squeeze the most out of each dollar 
it spends. And the cost of this plan- 
ning is surprisingly low compared 
with the potential savings. 

The alert executive of a medium- 
sized company will ask: “How large 
must a firm be to afford a methods 
department?” “What can such a de- 
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Methods programs 
—Z aren't restricted 


Wil 
e-. to large offices 


Actually, it’s pointed out, small offices 
can benefit more from methods im- 
provement than large concerns; it’s the 
small office that can’t afford not to 


have a methods program— 


by Robert C. Weisselberg 


Manager, Methods and Procedures Department, 
General Fire and Casualty Co., New York 


partment do?” and “How do we go 
about getting one?” 

When a company has between 200 
and 300 employees, it can benefit by 
setting up a one-man methods unit. 
This statement has two strings at- 
tached: The man hired must be 
capable of producing results (even 
though these may be long-range); and 
the company must give the methods 
program the backing needed to make 
it work. 

If the company has fewer than 200 
employees, it can still improve its oper- 
ations, by making methods improve- 
ment a part-time responsibility of the 
Office Manager or other capable su- 
pervisor, 

For the purposes of this article, we'll 
assume one or more full-time em- 
ployees can be hired. 


Goals of a methods program 


The first goal of a methods program 
should be to make the company’s oper- 
ations as effective and profitable as pos- 
sible: to cut costs, and to improve 
goods and services, whenever the com- 
pany will benefit in the long run. 


The term “Methods Department,” 
as used throughout this article, de- 
scribes the unit having the staff func- 
tion of planning and improving the 
company’s structure and _ operations. 
Sometimes this function is divided 
among specialized groups, each doing 
methods work in a given area. Ex- 
amples of these are office methods, 
manufacturing methods (industrial en- 
gineering), accounting systems, tabulat- 
ing. We are concerned here mostly 
with company-wide planning, and 
paperwork procedures; but the basic 
principles of the methods function ap- 
ply equally to all these specialized areas. 


In the average company, there will 
be no need for a separate department 
to study the company’s organization. 
The Methods Department can do this 
work. If the firm has been well or- 
ganized, if its structure is sound, there 
need be no change in the organization. 
Even so, an organization chart should 
be prepared, if this has not yet been 
done. If the company’s structure is 
jerry-built, then it must be set right 
before any attention can be given to 
procedures. 
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No methods man can operate in an ivory tower . . « 


Before methods can be improved, the 
Methods Department must know how 
work is being done now. Present pro- 
cedures can be sketched simply on flow 
charts, or described in detail in a pro- 
cedures manual. A good manual takes 
years to write, and must be kept up-to 
date; but it can be worth its weight 
in gold in employee instruction, co- 
ordination of work, and preparation 
for expansion or merger. 

After these preliminary jobs are done, 
the Methods Department can concen- 
trate on work simplification, This is 
a stuffy-sounding title for the pay-dirt 
job: constant, diligent, never-ending 
search for simpler ways of doing work. 

Simplifying work requires the co- 
ordinated use of all the remaining 
methods functions: forms control, 
equipment standards, suggestion pro- 
grams and special studies. 

A forms control program requires 
constant study of the company’s forms, 
with an eye to the methods used to 
prepare these forms. Eliminating un- 
necessary forms, and reducing the in- 
formation required, can save untold 
hours of needless writing, checking, 
and error-correction. Proper design 
saves time for the people who will use 
the forms. Careful routing procedures 
speed the handling of the forms. And 
a study of the company’s forms pro- 
vides a clear picture of its paperwork. 

Equipment standards provide a guide 
for all to use, explaining what equip- 
ment (from pencils to complex ma- 
chinery) is best suited to the needs of 
the job. Equipment and forms cannot 
be divorced; simplification of an opera- 
tion requires an understanding of both. 

A suggestion program provides a 


steady flow of ideas for work improve- 
ment from the people who do the 
work. No methods man can operate 
in an ivory tower. He must solicit 
suggestions. The Methods Depart- 
ment, if it operates the suggestion pro- 
gram, should investigate suggestions 
promptly, answer the suggester, and 
recommend action. 


Finally, the Methods Department 
should be able to make special studies 
for the use of management. Examples 
of these are evaluations of suggested 
improvement programs, analyses of 
proposed capital expenditures, studies 
of mechanization (or de-mechaniza- 
tion), planning rearrangement of work- 
ing space, etc. 


Creating the department 


Let’s assume you've decided that 
your company is ready to establish a 
methods department, and that you can 
afford to hire one or more full-time 
employees to do the job. If you want 
the new department to succeed, you 
must do four things: 


1. Define the objectives of the de- 
partment, 

2. Hire competent personnel, 

3. Support the department, and 

4. See that the objectives are carried 
out. 


Management should determine what 
a methods department can do in the 
company and what should be tackled 
first. 


In getting the department into oper- 
ation, it would be wise to concentrate 
on one activity at a time, until the de- 
partment is well under way and fully 
staffed. An alert management usually 
has a pretty good idea what needs to be 
done first. A young growing company 
may need a procedures manual most 


of all, to help in establishing branches 
or in absorbing other businesses.. An 
older company may have a greater need 
for other tasks, such as replacement of 
obsolete equipment and forms. 

The company and the incoming 
methods manager may not always see 
eye to eye on objectives for the depart- 
ment. A methods man has a natural 
desire to prove his worth: he may pre- 
fer tasks with tangible dollar savings 
(such as mechanization of work) to 
more prosaic jobs, like writing a man- 
ual. This is especially so if manage- 
ment is not sympathetic to long-term 
programs with intangible savings. The 
new department may flounder, unless 


management has a clear idea of what 


the objectives shall be. 
Hiring methods employees 


A methods man should be chosen 
with care, whether he is to be a mem- 
ber of the staff or manager of the de- 
partment. His personality and ability 
are of prime importance. Experience 
is secondary. 

The personality needed is that of a 
combination salesman, missionary, dip- 
lomat, doctor. The ideal methods man 
must sell employees the idea of accept- 
ing a change—and most people resist 
change instinctively. He must have a 
missionary’s zeal for improvement. It 
takes tact and diplomacy to implant 
ideas in others; and statesmanlike vi- 
sion to credit others with originating 
the ideas. A bedside manner helps, to 
listen patiently to complaints, yet urge 
employees to submit worthwhile sug- 
gestions. 

As to ability, the methods man must 
have an analytical mind, to identify a 
problem amid a maze of details. He 
must have imagination to visualize 
several solutions to the problem; de- 
tachment to withhold judgment until 
all facts are in; and common sense to 
recognize the best solution. He should 
possess enough drive to get things done, 
in a field where he alone knows how 
good a job he’s doing. Finally, he must 
be able to express his ideas well—both 
orally and in writing. 

Prior methods work; an all-round 
business knowledge; education in ac- 
counting or engineering; and an under- 
standing of the English language— 
these are all helpful. Experience in 
dealing with people of varying educa- 
tional and cultural backgrounds may 
be even more important. The good 
methods man should be able to pick 
the minds of others for what he lacks 
in technical know-how, just as a good 
lawyer relies on law books for court 
citations. 

For the department manager, a man 
should be sought who has many of 
these qualifications, plus an ability to 
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organize and manage his department. 
He should require little supervision 
himself; his job is to relieve manage- 
ment of a staff responsibility, not to 
increase its burden. 

In hiring the methods staff, the usual 
rule of thumb is one methods analyst 
per 300 employees. In smaller com- 
panies, this ratio may be as low as 
1 to 200; in very large companies as 
high as 1 to 500. 

It is best to hire the key man first. 
If the company is only large enough 
for a one-man department, your hiring 
problem ends there. If the department 
is to be larger, the manager should get 
his feet wet in company problems be- 
fore employing anyone else. He should 
build his staff slowly, expanding its 
functions as he goes. 

Success or failure of the methods 
program may depend upon the caliber 
of the men chosen to do the job. 


Supporting the program 


No methods program can succeed 
without the wholehearted backing of 
the company’s top management. Em- 
ployees quickly sense whether the 


methods program is here to stay, or 
whether the firm is merely experiment- 
ing with a novelty. 

Management support can be demon- 
strated in many ways. The most im- 
portant is the level at which the meth- 
ods function is placed in the company’s 


organization. The Methods Manager 
should report directly to a high policy- 
making officer, one having company- 
wide responsibilities. 

The Methods Department needs ade- 
quate facilities: space, clerical assis- 
tance, files, telephone. Methods per- 
sonnel should be encouraged to join 
professional societies (such as AMA, 
NOMA or SPA) to take school courses, 
and to subscribe to publications. 

The methods staff should be free of 
operational duties. A company large 
enough to afford a full-time methods 
department should not expect the de- 
partment’s manager to double in brass 
as office manager or purchasing agent, 
for example. One of his duties would 
suffer, and the operational task would 
be likely to encroach upon the methods 
function. 


Once a methods program is initiated, 
the department must be free to see it 
through. Nothing is more demoraliz- 
ing than to have a long-range project 
cancelled half-way, without good rea- 
son. Management should be patient 
enough to expect even some years of 
work, before results can be seen from 
such projects as work simplification or 
a procedures manual. 


When the Methods Department pro- 
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poses changes, management should be 
prompt to answer. Accept, modify, 
postpone, or reject—it does not matter 
which, so long as the proposal does not 
die of inaction. 

Management has an outstanding op- 
portunity to back the department when 
a company-wide program is announced. 
A letter introducing a manual—or a 
suggestion system—or a cost reduction 
program (for example) can show that 
the firm stands 100 per cent behind 
the new program, 

No methods department can get all 
the facts if denied access to informa- 
tion. The department must keep 
abreast of the company’s overall plans 
and policies. 

Management's support is often ex- 
pected, to enforce compliance with a 
methods program. Nothing makes a 
methods department so unpopular as 
trying to enforce its own procedures. If 
there is an internal audit department, 
it may be the logical agency to see 
that prescribed procedures are followed. 
An ideal situation is when procedures 
and recommendations of the Methods 
Department are so well planned, that 
employees are eager to accept them. 
When this happens, the question of 
enforcement becomes purely academic. 


Evaluating the department 


After the Methods Department has 
been functioning a length of time, 
management will want to know if it’s 
getting its money’s worth. 

In some companies a log is kept of 
the department’s progress, with dollar 
savings estimated for each project un- 


analyst per 300 employees. 
This ratio may go as low 
as one to 200 in smaller 
companies; as high as one 
to 500 in very large com- 
panies. 


dertaken. Such a log can be dangerous 
as well as informative. In order to 
justify its existence, the department 
may attempt to stress short-term proj- 
ects with tangible savings. Estimates 
of savings may be greatly exaggerated. 

A better way is not to evaluate each 
methods project. If top officials of the 
company keep informed as to what the 
department is doing, they will know 
whether the methods program is ef- 
fective. If necessary, progress of the 
department in carrying out its objec- 
tives can be reviewed periodically, say 
once or twice a year. 

This, then, is your blueprint for set- 
ting up a methods department: Decide 
what the department can do, and what 
should be done first; hire capable per- 
sonnel; give the department your full 
support; and see that it accomplishes 
what you expect. 

If you can follow this blueprint, 
you'll have a successful methods de- 
partment—one that really works. 


+++ a@ suggestion program gives a steady flow of work improvement ideas 
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General office area before .. . 


New efficiency in an old building 


That’s what General American Life Insurance achieved 
when it decided to remodel its old downtown offices rather 
than move to the outskirts of St. Louis— 


WHEN A company occupying an en- 
tire building finds itself faced with a 
problem of obsolete office space, which 
is best—to remodel the building or to 
construct an entirely new headquarters? 

The General American Life Insur- 
ance Co., of St. Louis faced exactly 
that situation recently. It occupied a 
twelve-story white terra cotta building 
in downtown St. Louis that had been 


constructed in 1914. The building, like 
so many of its counterparts of that era, 
had been constructed as a shell; interior 
floors were simply so much empty space 
to hold machines, equipment and 
workers. Floors were unfinished; walls 
and ceilings were untreated plaster. 
Remodeling was a discouraging pros- 
pect, because in addition to these pri- 
mary inadequacies as the home office 


lobby on a... 
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of a large and growing insurance com- 
pany, the St. Louis building suffered 
other defects of old age. The entire 
electric system, built to carry a 1914 
burden, was totally inadequate to the 
needs of the 1950's, and the scarcity of 
outlets made many of the floors a tangle 
of wires and lines leading from a few 
wall outlets to desks scattered through- 
out the wide work areas. Heating fa- 
cilities consisted of cast iron radiators; 
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... and after remodeling 


ventilation was poor. Elevators were 
not only outdated; they were felt to be 
inadequate for the number of personnel 
working in the building. 

But there were certain advantages in- 
herent in the old building, too. It was 
in downtown St. Louis, and in a section 


which promised to continue improving 
in importance. 

A new building would have to be 
constructed well out of the downtown 


area. 

Conversion costs were carefully esti- 
mated, and the decision was made to 
remodel rather than build, 

(To page 74) 
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COMPLETE DATA GATHERING 


To produce fresh facts 


about operations 


“ONE-SHOT INFORMATION HANDLING 
FOR MANAGEMENT CONTROL PURPOSES 


SPEEDY DATA PROCESSING 


To sort, correlate, 


compare vs. goals, 


MANAGEMENT FUNCTION 


For 


— final evaluation 


by planning input DATA highlight exceptions BATA - decision 
TRANSMISSION PRESENTAT! 
to yield maximum (Preliminary evaluation) = action 
information 
VIA VIA VIA VIA 
Procedures Modern Computer's... Men 
end Communications Ability with 
Mechanisms Systems to produce 
te produce Great Volumes Skills 
Information at 
in Great Speeds 
Machine Language 


Decentralized management not threatened 


by data processors, AMA told 


Research that preceded computer installation by C. and O. 
outlined; implications for stronger management control 
discussed at major New York meeting 


This is the concluding part of the 
report which began in the April issue 
of Office Management on the first of 
an annual series of AMA conferences 
on electronics, held in New York Feb- 
ruary 28-March 2. 

The second C. & O. speaker, E. L. 
Morrison, Jr., Superintendent of Freight 
Transportation, discussing “Communi- 
cations as an Element in an Integrated 
Data Information Handling System,” 
outlined the complexity of applying a 
centralized data processing system to 
cover a railroad’s scattered installations, 
rolling stock, and freight movements. 

The C. & O. computer team thus was 
faced immediately, when it started to 
outline a communications system that 
could make the “one-shot” concept a 
reality, with the problem of where to 
start, he said, It was decided to build 
the system at first around the one docu- 
ment that had the greatest application 
throughout the entire railroad organ- 
ization—the Freight Revenue Waybill. 


26 


The Freight Revenue Waybill, ac- 
cording to Mr. Morrison, contains all 
the vital information regarding each 
freight shipment handled by a railroad. 
Therefore any communications system 
which could both record all the con- 
tents of the waybill, and also report the 
document’s progress from one point to 
another (the waybill accompanies the 
shipment it describes) would tie to- 
gether information problems dealing 
with traffic handled, since the waybill’s 
movements also describe the physical 
movements of the freight car carrying 
the shipment covered in the waybill. 
(See “Automation in the Office,” March 
Office Management). 

The solution arrived at was a tele- 
typewriter network based on a com- 
mon language code and special code 
symbols to act as control signals. These 
control signals “tell” various ma- 
chines how to handle the information 
coming in on the perforated tape cre- 
ated by the sending teletypewriter. 


Thus, one symbol may identify a trans- 
mission as containing information 
about an empty car, another about a 
loaded car. Others refer to various 
types of traffic. 

“Such symbols may be used to con- 
trol the selective extraction and repro- 
duction of perforated tape information 
and typewritten lists dealing with one 
or more types of cars or traffic,” Mor- 
rison explained. “Other uses may in- 
clude the control of the functioning of 
a teletypewriter or of a perforated tape- 
to-punch card converter with respect to 
such things as tab stopping, paper or 
card feed, carriage return or card ejec- 
tion, deletion of information to follow, 
etc.” 

Training methods outlined 

The company’s method of preparing 
clerks at all the scattered installations 
which had to be pulled into this inte- 
grated data processing system was to 
send out a training group, composed of 
men “rich in yard experience and with 
salesmanlike personalities” to train the 
clerks on the job. The training group 
also assisted in the changeover at each 
installation as it took place, thus allow- 
ing the railroad to function without 
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major interruptions during the conver- 
sion period, Morrison reported. 

“The people were trained to make 
the proper succession of key strikes to 
start the information down the data 
processing trail,” he reported. “The 
one keyboard operation puts these data 
into machine language and thereafter 
it is handled by machines — for the 
movement of the car, for the necessary 
accounting and bookkeeping, and fi- 
nally, it will be used by the computer 
for the preparation of statistical data of 
such refinement and complexity that it 
would not be attempted even in the 
most refined punch card processing 
system.” 


Computer use foreseen 

The entire communications network 
was developed to be consistent with end 
use by a computer, Morrison declared. 

“The computer can produce, much 
more quickly and economically than 
existing methods, many of our current 
operating reports for management. 
These reports, by and large, were de- 
veloped as being the most refined tools 
that could be produced under a com- 
pletely manual—and in some cases a 
punch card—application,” he said. 
“But they lack the sophistication which 
appears necessary for modern manage- 
ment in a progressive industry. We 
look forward to computer outputs con- 
tributing to a more informed manage- 
ment judgment, in a greater variety of 
areas, and at an earlier date after the 
fact than has ever previously been pos- 
sible,” he said. 

“Economic Appraisal of the Project” 
was the subject covered by the third 
C. & O, speaker, A. F. Dell Isola, Re- 
search Assistant-Vice President, Fi- 
nance. Discussing the financial con- 
siderations that preceded computer in- 
stallation, he said C. & O. had not 
bothered to run test applications on a 
computer to prove that its problems 
could be handled by the electronic data 
processor; the company felt that that 
had already been proved by other busi- 
nesses with similar problems. More- 
over, as the study progressed, Dell Isola 
reported, the original question, of 
whether or not a computer would pay 
was also abandoned, because it became 
perfectly obvious that a computer could 
be used in so many ways that it could 
not help paying. 

The significant question that re- 
mained, according to the speaker, was 
where did the breakeven point come? 
Assuming that a computer would defi- 
nitely prove economical when it had 


OFFICE MANAGEMENT 


May, 1955 


enough work to do, at what point was 
the company justified in getting a com- 
puter? 

“Our job, as we saw it,” he said, 
“was to determine how much we need- 
ed to incorporate in an initial computer 
operation so that we wouldn't lose 
money having a computer on the preim- 
ises while readying other problems for 
computer application.” 

The accounting area was chosen as 
a starting place to determine the mini- 
mum breakeven point at which com- 
puter operations would begin to save 
money, the speaker declared, and today 
three fields within accounting are pro- 
grammed for computer processing: 
payroll accounting, freight revenues ac- 
counting, and property accounting. 

Accounting was chosen as the initial 
study area, he said, because it was the 
area in which the greatest work had al- 
ready been done in streamlining paper- 
work and clerical effort, and was also 
the area in which the company had 
had the greatest experience in analyz- 
ing clerical processes. 

This is not inconsistent with the over- 
all picture of company operations and 
projected total conversion which is the 
basis of the “one-shot” process, the 
speaker pointed out, because the over- 
all company study and integration of 
company objectives which had preceded 
intensive study of a computer applica- 
tion in the accounting field made it 


possible to project any proposed appli- 
cations not only against the accounting 
background, but against the larger 
background of overlapping information 
requirements between accounting and 
other departments. 

“At the very least, we can set the 
stage so that all other applications will 
fall into place when their turn comes,” 
he said. 

Two principal standards for criteria 
for the economic study were established 
before it began, he said—that approxi- 
mations of dollar benefits would be sat- 
isfactory, and that estimates of dollar 
benefits from computer use should only 
be considered against present costs, 
rather than against a hypothetical “next 
best” method. 


Precise savings unpredictable 

The first criterion was adopted be- 
cause no projection of savings can be 
completely accurate down to the last 
decimal point, the speaker said, and 
therefore trying to establish precise fig- 
ures in advance is a process that serves 
no purpose. 

The second criterion, he explained, 
was adopted because the company felt 
that a hypothetical next best system 
would still involve long and expensive 
methods research, large conversion 
costs, and then might easily prove com- 
pletely inadequate to expanded com- 
pany requirements within a matter of 


— as 


L. L. van Oosten, Methods Research Director, Allstate Insurance Co., discussed 
characteristics of the ElectroData system at Wednesday morning session 


27 


e9 
a 
P 
a Ke i 
i 
4 F 
2° 
, 
ly 
ea 
% me 
e i ay _ 
i \ : 
uy fi 
4 iy 
° 3 qh 
Ds 4 
ies 
i 
ks 
4 ern | 
GES | 
ek 
. oe 
die 
i 
al 
EY 
De 
eer 
an ee ape fs thr ee fae ee : ®.. ae |G ier Fe a a 
, ie PSS, ae iy ar — ay % tee kt A ee £ ee 5 oe 
an Se i ee } . RL ee a UM 
Rags : ee a ae | Peed” 3 i 
Buea of he i , ae ; eo. Viheee A om 
Bem yc i: \ G eae ae oh! eit, at et ‘ . 
P06 ee oe, =e re : . 
t a = ity "i af We B! Big te 4 2 ak : ie pia 
‘ ae «2 aes, | s as. Bee ; i 
* ft) ola - id: ‘ \ 2) a eae 4 ee 
oe a aaa b i a “F fe iz a Se We 
‘A (ag oi "sy ae ‘a mat: E 4 “ es r 
ao) a a a oY A | mi tee : F 
Pei See oe ae ae fo oe 3 : 
ee eS a ne 
ht a I.) ae if 
: a e bs ¥ Tia ; 1 as hae p) x 
: 3 i ee : : eo bia Re. a 4 i rr. 
ee oy ee ee oe E F eae 
a | Aer . - mee . 2 
Reg ie s Ps yyw ce. = he ‘id F a) 
ae, ae 4 , ; Fe 
Jo a a ¢ % 
all . 3 : = ¢ 
1 an , " = ; 
ee, Fs By q 
ee. \ , 4, | .: *« 
s' . 4 ‘ 
ag - ” ine a 3 a 
: ‘ vf Fhe. ¥ D f) 
4 = %, Re. 4 —_ 
7 Wis *G , ie _ fo 
P ' ia Peg ee 4 a 3 , -- & q 
s  # 2 F iy Pa oe ie ; Sp | 
; ’ ; / +a " . . : 4 i 
q — od ie ad ’ 
fe . i : ae ; " 
= . ois + q \ s ’ e 
_ _ - - : 
—— ee ae 4 
) 
ee an © 
“as “4 E | ’ ’ 
« £3): Sa ae to) Toe — eS . Se 2 2 aa’  - se = ey ee pe Woe Se 5 ( 4 ¥ - 


a few years. Therefore the standard of 
comparison between computer costs 
and actual present costs was established. 

“In summary, then, the philosophy 
of our approach to appraising the eco- 
nomic payoff of the initial computer 
applications in the accounting area dic- 
tated that we make a quick study yield- 
ing approximate estimates, and that 
these estimates measure the cost dif- 
ference between computer methods of 
operation and present methods,” he de- 
clared. 

Two alternative methods of compar- 
ing present costs with potential costs 
under a computer application were 
open to the C. & O. study team, Dell 
Isola explained. The new system could 
be projected in great detail, leading to 
fairly precise estimates of machine 
costs. This does not give an accurate 
estimate of what type of organization 
will be needed under the new system, 
or how many jobs and what type of 
jobs it will require to man it, he said, 
and much more intensive research after 
the first detailed projection has been 
made is necessary before those costs 
can be estimated too, 

Therefore, C. & O. adopted the sec- 
ond alternative, Dell Isola said, ap- 
proaching the problem from the other 
end. 


New machinery and equipment exhibits continued to draw spectators . . . 


“Rather than attempting within a 
short time to build a new system, we 
concentrated on analyzing—or break- 
ing down—our present system. We 
asked ourselves what impact the em- 
ployment of computer technology 
might have on the organizations now 
doing our freight revenues, payroll, 
and property accounting. In brief, we 
examined this organization in terms of 
specific functions, and jobs performed 
and asked with respect to each segment 
whether the introduction of a computer 
and its special capabilities could pos- 
sibly affect it.” 

Elimination simplified research 

At the very beginning, some research 
simplification was possible, Dell Isola 
said, because of recognition that an 
overall computer system would auto- 
matically eliminate certain duplica- 
tion and overlapping of work necessi- 
tated under the current system because 
of time limitations. Also, some clerical 
functions were being performed man- 
ually because of the limitations of con- 
ventional office machines, and these 
could be eliminated in a computer in- 
stallation. 

Further simplification was possible 
because of recognition that any areas 
in accounting already mechanized to a 
degree could easily be reproduced com- 
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pletely on a computer, he declared. 

“The really new dimension which 
had been introduced to the situation 
was the ability of the computer for the 
first time to make possible, in greater 
or lesser degree, the mechanization of 
functions and operations which could 
not be mechanized before. The crux 
of the problem, then, was to identify 
these,” Dell Isola said. 

The identification was carried out by 
a functional analysis of the manual 
clerical processes currently employed 
by the C. & O. Each of the separate 
manual functions identified was ther 
analyzed in terms of whether or sot * 
could be mechanized at all, and also 
whether it could be mechanized with 
current equipment. This referred only 
to the physical possibility of mechaniz- 
ing the function, and not to its eco- 
nomic desirability. 

Finally all functions were grouped 
under three main categories: 

1. Possible to mechanize with cur- 
rent equipment, and economical to 
do so. 

2. Possible to mechanize with cur- 
rent equipment, but uneconomical to 
do so. 

3. Impossible to 
present equipment, 

Then all functions in categories 2 


mechanize with 
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and 3 were projected against a possible 
computer installation to determine 
whether the computer would change 
the economic picture in category 2, the 
feasibility picture in category 3. 

With this basic information, the 
C. & O. felt it had a fairly accurate 
overall picture of the cost picture of a 
computer installation, Dell Isola said. 

“It needs to be stressed,” he con- 
tinued, “that we do not regard the re- 
sults of this study as a blueprint which 
tells us what functions will be mechan- 
ized via computer, what positions will 
be affected, and exactly how. We re- 
gard it instead as a rough road map 
which tells us what we will probably 
find in this largely unexplored area, 
including some very rough specifica- 
tions of dimensions.” 

Control implications stressed 

The final speaker of the C. & O. 
panel, William Bamert, Assistant to the 
Vice President-Finance, discussing the 
implications of the computer installa- 
tion for “Strengthened Management 
Control,” pointed out that, since infor- 
mation handling is a significant part 
of the validity of management control, 
improving the elements of the informa- 
tion handling system automatically 
strengthens management control. 

In describing the C. & O, conception 
of an information handling system 
“aimed at management control of a 
business enterprise,” Bamert discussed 
five main elements, and the improve- 
ments which the C. & O. feels have 
been brought through the “one-shot” 
concept: 

1. Data gathering, or input, which 
constantly provides fresh information 
about operations. Under the “one-shot” 
concept, complete data gathering is pos- 
sible because multiple use spreads the 
cost of single input. Thus the com- 
pany moves from dependence on a 
series of pools of information, none of 
which is complete for the entire com- 
pany, to reliance on one single reservoir 
of information covering all incoming 
data for the entire company. 

2. Data transmission. The modern 
communications system demanded by 
the “one-shot” concept brings with it 
company benefits in terms of increased 
speed and lowered costs in moving 
data from the point of origin to the 
processing center. 

3, Data processing, with the improve- 
ments possible through use of a com- 
puter in a central installation, to handle 
more complex problems than has pre- 
viously been possible, at much greater 
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speed and in much higher volume than 
has ever been possible. 

4. Data presentation. Here the C. & 
O. feels the “one-shot” system means 
automatic improvement because of the 
improvements already achieved in the 
first three elements. Thus, informa- 
tion will be better digested for man- 
agement use because of the analytical 
capabilities of the computer which 
processes it; information will come to 
management more quickly because its 
whole transmission and processing are 
handled much faster under the new 
system than they could be under the 
old; and more varied information is 
available to management because of 
a more complete data gathering process 
at the source, and transmission of all 
data to a central point where it is di 
gested by the computer. 

5. The fifth element was defined by 
the speaker as the management func- 
tion of final evaluation of the informa- 
tion presented to it, decision based on 
the facts, and action leading to main- 
taining or increasing company strength. 


. . . demonstrations always were assured of a full house. 


“Please note,” the speaker pointed 
out, “that up to this fifth element the 
information handling system has not 
made a single management decision in 
the accepted sense of the word, It has 
made only preliminary evaluations, and 
these only in accordance with rules pre- 
scribed by managers, Neither com- 
puters nor robots will take the place 
of experienced men with management 
skills in this process of final evaluation 
of facts, decision, and action.” 

The speaker then went on to outline 
a series of hypothetical problems which 
today are difficult for management to 
control, with illustrations of possible 
solutions under the “one-shot” system. 
These included inventory control, traffic 
sales control, and market research. 

He also discussed the implications of 
the “one-shot” philosophy for “manage- 
ment by exception,” and pointed out 
that the inevitable effect of the realistic 
evaluation of procedures, would be a 
more realistic picture of goals or stand- 
ards by which the company might 
judge its results. (To page 34) 
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THE Rev. Richard D. Jones, Cana- 
dian Council of Christians and Jews, 
Toronto, will serve as the keynote 
speaker at the 36th International Con- 
ference of the National Office Manage- 
ment Association, which opens in 
Toronto, Ontario, on the 22nd of this 
month. 

The keynote speaker will discuss 
the conference theme, “Controlling 


Speakers Edward Wallace 


Speakers announced 
for NOMA conference 


opening in Toronto 


May 22 


Richard D. Jones will be keynoter ; 
new international officers to be elected 


Office Costs,” from the human relations 
and psychological points of view. 

As in former years, an office equip- 
ment exposition will be held concur- 
rently with the four-day conference, 
which will run through Wednesday, 
May 25. The display of office ma- 
chines and supplies, which will be held 
in Toronto’s Mutual Arena, will stay 
open for one additional day beyond 


ee and Ve K. Rowland 
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the close of the conference on May 25. 

A new slate of international officers 
will also be elected at this year’s con- 
ference, which will be held in the Royal 
York Hotel. 

Although technical sessons will not 
begin until Monday, May 23, the con- 
ference will officially open on Sunday 
with the Chapter Officers’ Council in 
the afternoon, and the Chapter Presi- 
dents’ Dinner in the evening. A tea for 
NOMA women members and wives 
will also be held on Sunday after- 
noon. 

C. M. Surdyk, of the Ford Motor 
Co., Dearborn, Mich., will be the first 
speaker at the afternoon session on 
Monday following the keynote ad- 
dress and election of officers in the 
morning. Discussing “Budget Devel- 
opment,” Surdyk will outline meth- 
ods of preparing concise budget per- 
formance reports, and successful presen- 
tation of budgets for top management 
approval. 

The second Monday afternoon speak- 
er, Paul Holly, of Aldens, Inc., Chi- 
cago, in his talk on “Work Measure- 
ment” will discuss selection of easily 
measurable work units, and compari- 
son of quality of work in relation to 
quantity. 
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“Methods Improvement” will be the 
subject of the first speaker on Tues- 
day, J. R. Crowley, of the Hotpoint 
Co., Chicago, Ill, He will discuss the 
objectives of a methods improvement 
program, assignment of responsibility 
for the methods improvement job, and 
how to estimate potential savings from 
methods improvement. 

Taking as his starting point the of- 
fice manager’s responsibility to select 
potential leaders and train them, the 
second speaker on Tuesday morning, 
V. K. Rowland, of the Detroit Edison 
Co., Detroit, will cover “Executive De- 
velopment.” Assignment of responsi- 
bility to subordinates, and the merits 
of a formal versus an informal leader- 
ship training program will be dis- 
cussed. 

Tuesday afternoon attendance will 
be divided between two concurrent 
sessions, one on “Duplicating Equip- 
ment,” and the other on “Electronic 
Data Processing.” R, H. Allen, of 
Moore Business Forms, Ltd., Toronto, 
will outline recent developments in 
various methods of duplicating and re- 
producing office forms and papers, and 
will review savings to be made with 
various different kinds of duplicating 
equipment. Edward L. Wallace, of 
Harvard University, will stress the 
potential applications of electronic data 
processing to medium-sized offices 
through use of individual electronic 
data processor components, as well as 
review the implications of full-scale 
conversion to electronics in offices. 


Speakers Robert L. Peterson . . . 


Banquet on Tuesday 


The annual NOMA banquet will be 
held on Tuesday evening, at which 
time NOMA’s two top awards—the 
Leffingwell Medal and the Fellowship 
Award will be presented to this year’s 
winners. The Leffingwell Medal is 
given annually to “that office executive 
who has made outstanding technical 
contributions in the field of office 
management,” and the Fellowship 
Award to “an outstanding individual 
who has advanced through the work 
of the office to a position of top man- 
agement responsibility.” 

The final technical session of the 


occ and J. 


conference, on Wednesday morning, 
May..25, will see W. Davis Reid, In- 
stitute of Supervisory and Personnel 


Development, Toronto, and Robert L. 


Peterson, University of Illinois, lead- 
ing a discussion on “Incentives.” The 
two speakers will analyze the bene- 
fits of both financial and psychological 
incentive plans. 

The closing ceremony of the confer- 
ence will be the annual luncheon on 
Wednesday. 

Fee for all sessions of the conference 
including Chapter Presidents’ Dinner, 
Annual Banquet, and Annual Lunch- 
eon is $30 for NOMA members, $38.50 


for non-members. 


Business Show exhibitors: 


Addressograph-Multigraph Corp. 
Apeco of Canada Ltd. 

Art Metal Construction Co. 
Auto-typist Sales & Service 
Bankers Box Co. 

Block & Anderson Ltd. 
Charles Bruning Co., Inc. 
Burroughs Corp. 

Budge Carbon & Ribbons, Ltd. 
Canadian Kodak Sales, Ltd. 
Canadian National Telegraphs 
Canadian Steelcase Co. 

Clary Multiplier Corp. 
Copy-Craft, Ine. 

Ralph C. Coxhead Corp. of Canada 
Craig Machine, Inc. 

Dawson Bros., Ltd. 
Denominator Co., Inc. 

A. B. Dick Co. 

Dictaphone Corp. 

Ditto, Inc. 

Dominion Duplicators, Ltd. 
DoMore Chair Co., Ine. 
Thomas A. Edison, Inc. 
Electro-Vox, Inc. 

Elliott Addressing Machine Co. 
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Embosograf Corp. of America 

Ericsson Telephone Sales of Canada 
Ltd. 

Esterbrook Pen Co. 

Comptometer Div., Felt & Tarrant 
Mfg. Co. 

Friden Calculating Machine Co. Inc. 


General Binding Corp. 
General Fireproofing Co. 
Gestetner Ltd. 

Grand & Toy, Ltd. 


Haloid Co. 
Harris-Seybold Co. 
Harter Corp. 
Heyer Corp. 


International Business Machines Corp. 


Marchant Calculators, Ltd. 

Master Addresser Co. 

McBee Co. 

McCaskey Systems, Ltd. 

Minnesota Mining & Mfg. Co. of 
Canada, Ltd. 

Monroe Calculating Machine Co., Inc. 

Moore Business Forms, Ltd. 


Murdock-Rex, Ltd. 


National Cash Register Co. 
National Stationers, Ltd. 

Office Overload Co. Lid. 

Office Specialty Mfg. Co., Ltd. 
Olivetti Corp. of America 

Ozalid Div., Gen. Aniline & Film 
Peirce Wire Recorder Corp. 
Photostat Corp. 

Pitney-Bowes of Canada, Ltd. 
Plus Business Machines, Ltd. 


Remington Rand Ine. 

Royal Metal Mfg. Co., Ltd. 
Royal Typewriter Co. 

Sears, Ltd. 

Simplex Time Recorder Co. 
Sonograph, Ltd. 
SoundScriber Corp. 
Telephone Answering Service, Ltd. 
Thomas Collators, Ine. 
Tiffany Stand Co., Ine. 
Todd Co., Ine. 

Underwood, Ltd. 

United Stationery Co., Ltd. 
Varigraph (A. S. Hustwitt) 
VisiRecord of Canada, Ltd. 
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- IN THE OFFICE 
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PHENOMENAL NE® OUTPUT AUXILTARY FOR THE REMINGTON RAND UNIVAC SYSTEM 
IMR REMINGTON KAND HIGH-SPEED PRINTER TRANSCRI 


Trl 
s 
THE UNIVAC HIGH@SPEED PRINTER 


WES UNIVAC RESULTS ONTO PAPER FROM TAPES PREPARED ELSESHERE IN THE UNIVAC 


SYSTEMs PRINTING ON & LINE 130 CHARACTERS +i ny COMPLETELY SELF<CHECKING AUXILIARY PRINTS UP TO 78,000 ALPHABETIC 


OM NUMEMIC CHARACTERS IN A SINGLE MINUTE. HERE 
KELP PACE @ITH THIS FAMOUS age SYSTEM: nO BITH COMPLETE RELIABILITY AND ACCURACY, 


FUN EXAMPLE® IN LESS 


THAN mCUR, 
CRRCKS ANU OTHER BUSINESS FORMS NEEOEO IN COMMERCIAL DATA=PROCESSING. 


(OR THE FIRST TIME IS A MACHINE FOR PRINTING UNIVAC RESULTS AT SPEEOS TO 
7500. PAYCHECKS CAN BE PRINTED: 


THE HIGH=SPEEO PRIN'ER 1S ALREADY AT BORK IN LEADING COMPANIES+ PRINTING THE PaY~ 


TICAL FOR EVERYDAY OFFICE ROUTINES. 
MONE ARe 4 FES OTHER DETAILS ABCUT THE UNIVAC "IGH-SPEEO PRINTERS 
TT OFFERS & SELECTION OF 5! CHARACTERS 
ALPRABE 


10 NUMERIC 


' 
Tic AVPCOEFUCHESKLMNOPGRSTUVEKYE 
2347678690 


ONO THESE 15 SYMBOLS SRSerwrertoerertres 


NOB, AT LAST+ ELECTRONIC COMPUTING IS TRULY PRAC~ 


‘ 
17 PRINTS THESE ON A LINE UP TO 130 CHARACTERS @IDE® AT 200+ 400+ OR G00 LINES A MINUTE® AND EITHER 


DINGE-SPACED----= 
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IVACUNIVACUNT VACUNT VACUNTVACUN I VACUNIVACUNT VACUNT VACUNT VACUN I VACUNIVACUNI VACUNI VACUNIVACUNT VACUNI VACUNIVACUNI VACUNI VACUN 
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2+-=-DOUBLE -SPACED----~ 
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WLVEEOANS AND OTHEM CONTROLS LET You 


po reeeee 


1 GEABLE PL MOUNTED IN THE MEMORY UNIT (THE ELECTRONIC CABINET To YOUR LEFT aS YOU READ THIS) + CONTROL 
THe ARRANGEMENT OF THE INFORMATION ON THE PAGE* THE PLUSBOARD CONTROL PERMITS COMPLETE FREEDOM IN SELECTION OF FORMAT, 
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USE PREPRINTED FORM> SITHOUT EDITING THE UNIVAC TAPEs @Y BREAKING UP ONE SOLIO LINE 


“0 


INTO AS MANY AS SIX LINESs ARRANGED IN REQUIREU ORDER, AND AT THE SAME TIME DELETING NON-SIGNIFICANT ZEROSE 


SMtN THIS 1S SUPERIMPOSED OVER T 
JuP SPEEO BY THE REMINGTON RAND 


DEOVCTION  aMOUNT 
INS 


Tan 15.60 


* Bre ENG 
vasi 2420 
TOTAL DEDUCTIONS $22.20 
NET PAY $87-80 Tre 


°65 
3.75 
VS 060 JONAS+ Bee ENG 


110600 i? 


22420 
87.80 


s7e781 
173-054 


87.80 


HE PREPRINTED FORMs THE “ESULT 15 IMMEDIATELY USAULE ~~ A BUSINESS DOCUMENT PRODUCED AT 
. 


UNIVAC HIGH@SPEED PRINTER 
ROSS 
Pay 
$110.00 


sum oF $87.80 


THES 15 THE UNIVAC HIGHSPEED PRINTER: ANOTHER REMINGTON RAND DEVELOPMENT FOR —_ EFFICIENT MANAGEMENT CONTROL ~~ AND 
STILL ANOTHER REASON GHY —— on hae FIRST WAME IN ELECTRONIC COMPUTING SYSTEMS 


ENTIRE OEMONSTRATION GAD PRINTED IN LESS THAN NINE SECONDS. 


Less than nine seconds is needed to print this number of lines on high speed printer used with new Univac II 


Goodrich plans new electronic inventory control 
system; IBM, Rem Rand show new calculators 


New electronic procedure for credit card accounting 


developed; Sylvania to set up private wire system 


B. F. GOODRICH plans to install what 
is described as the “first electronic in- 
ventory control system in the rubber 
industry” in its plant at Watertown, 
Mass., this year, and to have the sys- 
tem in full operation by January, 1956, 
it was announced last month. 

Heart of the new system is a mag- 
netic storage drum which holds, and 
can make available for instantaneous 
visual and printed reference, thousands 
of style and size items. The drum will 
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also record the quantities of each style 
and size committed for future ship- 
ments, 

The Teleregister Corp., with which 
Goodrich has signed a contract to in- 
stall and maintain the system, describes 
its Magnetronic Inventory System as 
similar in principle to the Magnetronic 
Reservisors used by airlines to speed 
handling of passenger reservations. 

The new system to be used at Good- 
rich, will, according to Teleregister, 
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“produce on demand a tabular descrip- 
tion of the numerical difference be- 
tween quantities on hand and commit- 
ted orders for any and all items stocked 
by the company.” It will also, the 
manufacturers assert, create permanent 
records of individual transactions which 
can be used in the preparation of 
punched card summaries for account- 
ing or forecasting. 

Two basic input devices are used to 
feed information into the storage drum. 
One is a keyset which is rather similar 
in appearance to a small adding ma- 
chine. Numerical data can be fed into 
the system via this unit. 
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The other input device is a standard 
Flexowriter, capable of producing copy 
from manual operation, or under the 
coded instructions of a punched paper 
tape, and also of creating a new tape 
embodying all the information, both 
manual and coded, entered on the page 
created by the machine. 

In practice, the keyset will be used 
at the warehouse to introduce data on 
inventory additions into the system. 
The Flexowriter will be used to record 
data on orders received. 

From these incoming orders, a su- 
pervisor will select daily those sched- 
uled for release, distinguishing between 
those which can be completely filled 
from existing inventory (automatic re- 
lease), and those where there is a ques- 
tion of stock availability (selective re- 
lease). 

In the first instance—automatic re- 
lease—a clerk will merely have to insert 
the punched tape from the Flexowriter 
containing all information on a given 
new order into a tape reader, which 
feeds subtraction signals into the sys- 
tem. If at any point the subtraction 
results in exhaustion of the inventory, 
the system will stop functioning, and a 
warning light designating the particu- 
lar item which has been exhausted will 
signal the shortage. 

When the supervisor suspects before- 
hand that available inventory may not 
cover any one order, and earmarks the 
order for the “selective release” proce- 
dure, a clerk, using the Flexowriter, 
will direct the system to “read out” a 
complete size range display of inventory 
on an inventory control board. If avail- 
ability is restricted according to the 
information flashed on the board, the 
clerk will select the particular items on 
the order which can be safely released 
to the warehouse for shipment. 


“Transistorized” computer announced 

International Business Machines an- 
nounced last month that it has devel- 
oped a “transistorized” computer for 
commercial installation, and will begin 
making deliveries on the new model 
early in 1956. 

The new machine, model 608, has 
several times the storage capacity and 
calculating speed of the experimental 
model transistorized computer demon- 
strated by IBM last October, the com- 
pany said. 

Transistors — small germanium de- 
vices no larger than a paper clip—re- 
place vacuum tubes in the new calcula- 
tor, and magnetic cores make up the 
machine’s internal “memory.” Advan- 
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New IBM computer, using transistors, is much smaller than previous models 


tages of the use of these small devices 
are, according to IBM, that computer 
unit size can be reduced by one-half, 
and its power requirements can be re- 
duced 90 per cent. The replacement 
of tubes by transistors reduces heat in 
the same proportion by which power 
input is cut. 

Use of transistors also makes possible 
assembly of modular components that 
can be used as “building blocks” in 
future machines, IBM said, simplifying 
and speeding the production of the 
computer. 

The manufacturer says that the new 
calculator can handle problems of great- 
er size and complexity than those now 
handled by IBM types 604 and 607 cal- 
culators. Logical applications of the 
new processors include payroll prepa- 
ration, actuarial analysis, and inventory 
accounting, the company declared. 

A calculating punch unit is used for 
both input and output in the new cal- 
culator. 


Univaec II doubles former speed 

Remington Rand Inc. introduced last 
month its new Univac II, which dou- 
bles the speed and capacity of the cur- 
rent Univac, making it the most pow- 
erful business electronic data processor 
being produced, the company says. 


Be 
liar , 


Transistor compared with vacuum tube 


A new feature in the Univac II is a 
magnetic core memory system, made 
up of thousands of tiny magnetic beads, 
or cores, capable of storing thousands 
of instructions and items of informa- 
tion. 

The high speed memory system of 
the new calculator is capable of retain- 
ing 24,000 characters, and is able to 
execute instructions at the rate of 8,000 
per minute, John E. Parker, Reming- 
ton Rand vice president in charge of 

(To page 42) 
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NCE you make a record — by 
machine or pen — on Parsons 
Paper, you'll never have to copy it 
because of worn paper. Parsons 
Papers Jast; these fine papers pay for 
themselves over and over again. The 
cost of copying a single set of records 
may be ten times the cost of standard- 
izing on long-wearing Parsons Papers 
for all your records. 

Parsons Papers stand up under era- 
sure by rubber, scratcher or chemi- 
cals. They won’t split or dog-ear at 
corners, and your entries won’t 
smudge or spread along the fibers. 
They’re made of strong cotton fibers, 
which means you can use lighter 
weights and won’t have to waste the 


costly space that thick, bulky papers 
use. Paper like this means efficiency 
and low clerical costs. Parsons makes 
no other kind. For example: 


Parsons Mechano Form 


Made with new cotton fibers, which 
is the key to quality in paper, 
Mechano Form ledger and index- 
bristol lead in sales because they’re 
economical and efficient. They’re 
available in many sizes and weights 
so there’ll be no waste. They’re made 
in a variety of matching colors 
because clerical speed and accuracy 
in selection are improved by color- 
keyed forms and sheets. 


“How to get what you need in Record-Keeping 
Papers and Index Cards” 

This is the title of a valuable free booklet that will help you 

materially in setting up, changing or maintaining an efficient 

record-keeping system. It answers dozens of questions and 


will make it possible for you to cut down the time and 
energy used in keeping your records. 


PARSONS PAPER 


COMPANY 
More than 100 Years at Holyoke, Massachusetts 


PARSONS PAPER COMPANY 
Department 53, Holyoke, Massachusetts 


Please mail me, without cost or obligation, your booklet “How to 


get what you need in Record-Keeping Papers and Index Cards.” 


Name. 


Organization 
or Company. 


(PLEASE PRINT) 


Street. 


City or Town 


State. 


AMA— 


(From page 29) 


“The participation by a certain num- 
ber of mathematically-minded men in 
the computerization process will result 
in more creative thinking in terms of 
measurements than your company has 
probably ever undergone before,” he 
told the audience. “Goals or standards 
are practical only if reasonably accurate 
measurement is possible.” 


Two subsidiary implications of the 
“one-shot” concept are its potential for 
freeing operating management from 
“the more or less preliminary aspects 
of decision making,” and the break- 
down of rigid departmental lines with- 
in the company because of the use by 
all departments of one set of original 
data flowing automatically from source 
to processing. 


“Melting” of barriers foreseen 


“A reasonable by-product result of 
this melting away of departmental or 
functional barriers is that, as more man- 
agement requirements of various de- 
partments become known to more of 
the other departments of a business, 
the better becomes the collaborative 
teamwork of the business as a whole,” 
Bamert prophesied. 


The first two speakers at the after- 
noon session on Tuesday, Basil Re- 
gione, and John D. Pardee, both of 
Arthur Andersen and Co., Chicago, 
had as their topic “Critical Considera- 
tions for Applying Electronics.” 


Regione warned the group against 
several common misconceptions regard- 
ing computers. There is a tendency 
in many companies to make a computer 
do everything it possibly can do, but 
that is often uneconomic, he pointed 
out. Thus, he said, a computer can be 
programmed to check certain opera- 
tions but if the accuracy of the opera- 
tion is normally quite high anyway, the 
computer check may cost more in time 
and money than it is worth. 


Similarly, he said, attempts to correct 
minor errors on the part of the com- 
puter—as well as systems checks—can 
hinder the efficient operation of the 
computer, and he advised against allow- 
ing trivial errors to hold up succeeding 
operations. 


He warned too against an inclina- 
tion to try superfluous or unusual rou- 
tines on a computer simply because 
the company has one and “it won’t cost 
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anything to try.” Computers should 
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When you 


AIM 
TO SAVE 
oftice space 


and 
labor dollars 


... this Program helps you hit the target / 


People working in offices need equipment that fits the === QUALITY Art Metal's long-established standard of 


functional requirements of individual jobs in order to design and construction has never been surpassed. 
work all day in comfort, with minimum fatigue, and at 


maximum efficiency. a DEVELOPMENT Experimental and research facili- 
This is the goal that Art Metal enables you to obtain in ties constantly at work devising new products and better 


a unique degree with its Four-Point Office Equipment functional features in desks, files and chairs. 
Program. Resultant savings in time and floor space amount 


to such proportions that the investment cost of new desks, -_o SELECTION A broad range of desks, chairs and files 
chairs, files and collateral equipment has often been repaid to meet Art Metal's standard of ‘Tailor-Made Office Work 


in this way in anywhere from 18 to 36 months. Stations” for cost-saving, space-saving, time-saving operations. 
Art Metal office equipment and service are available 


through a nation-wide network of 12 factory branches and —_—__ SERVICE A Planning Service that includes floor 
over 700 dealers. Look up the Art Metal man under “Office plans to help you obtain the desired result in improved 
Equipment” in the Yellow pages. Or write Art Metal efficiency and lowered office costs. 

Construction Co., Jamestown 10, N. Y. 


SEND FOR these publications... 
offered exclusively by Art Metal and 
nationally recognized for their practical 
value in planning efficient offices. 


For 67 years 
the halimark 
of the finest 
in office 
equipment 
and systems. 


(_] “Office Standards and Planning Book” 


(] “The New Modular El-Units” 


EXECUTIVE OFFICE DESKS, CHAIRS AND CREDENZA UNITS - GENERAL OFFICE DESKS AND CHAIRS ~ FILING EQUIPMENT ~ WABASH FILING SUPPLIES - POSTINDEX VISIBLE INDEX SYSTEMS 
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now XKEROGRAPHY 


SPEEDS PAPERWORK 


cuts duplicating costs 334% 
for Gerber Products Co. 


America’s 
Best Known Baby. 


Anything written, typed, printed or drawn can be copied onto paper masters by xerog- 
raphy with XeroxX® copying equipment. With xerography, copies can be made from 
one or both sides of original material in enlarged, reduced or same size. 

For use in diazo type machines, translucent intermediates can be made from an 
original subject in the same speedy way. 

It is now possible, with xerography, to produce up to eight copies including an offset 
paper master or translucent master from one xerographic image. 


Babies are big business at Gerber Products Co., Fremont, Michigan. Of 
the nearly 4,000,000 babies born last year in the United States, it is estimated 
that about 40% of them will be fed Gerber’s Baby Foods. 

It takes mountains of paperwork to keep Gerber’s vast scope of operations 
functioning smoothly. A wide variety of forms including job time cards, order 
receipts, expense account forms, machine drawings, production reports, traffic 
invoices, letters, bulletins, etc., are required. 

The task of duplicating these forms in quantity, has been simplified and 
speeded, since Gerber installed XeroX® copying equipment to prepare paper 
masters in 3 minutes by xerography. These masters are used to run off multiple 
copies on an offset duplicator. Gerber estimates that duplicating costs have 
been reduced about 334% over previous methods. This does not include the 
tremendous saving in time due to the versatility of the xerography process for 
enlarging or reducing any kind of copy. All operations are now done in the 
plant, eliminating need of sending out of town to get plates. 

There is no limit to the versatility of the dry, electrostatic xerography 
process in paperwork duplicating applications. 


WRITE for proof of performance folders showing how Gerber and companies of all kinds, large 
and small, are cutting duplicating costs and speeding paperwork with xerography. 


THE HALOID COMPANY 
55-41X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


(ZE-ROG-RA-FEE) 


The fastest, cheapest, most versatile way to make masters for duplicating 
Loe asad 


36 


wen ct nme nate a a a, i. 


be programmed for the great mass of 
heavy duty operations, not the excep- 
tional cases. 

He also said that it is not true that 
controls are unnecessary in computer 
installations. There is always the pos- 
sibility of machine failure, or that cer- 
tain areas may not have been properly 
programmed. 

Conversion to computer operations 
must be carefully planned, including 
jobs to be done, personnel assigned, and 
schedule dates for changeover, he em- 
phasized. He also pointed out that 
even in a scrupulously planned conver- 
sion, there are always some errors, and 
some programming that needs im- 
provement. Therefore, he said, it is 
extremely important to allow adequate 
time for full conversion, 


Three programming steps 


The second speaker from Arthur 
Andersen, John D. Pardee, discussing 
programming a computer installation, 
said that programming involves three 
basic steps: 

1. Design of the system, including 
reports flowing in and out. 

2. Flow chart planning of computer 
operations. 

3. Coding for the machine. 
“Programming is like writing an in- 
structions manual for a completely ig- 
norant clerk who can do anything he 
is told to do, but can do nothing on his 
own,” he said. 

He also warned against trying to 
make a computer duplicate procedures 
as they existed before computer instal- 
lation. Every procedure must be re- 
examined in the light of the computer's 
manner of operation, and also the op- 
portunities it offers that are not avail- 
able with conventional equipment. 
Since data for every system must 
originate with human beings, and since 
human beings make errors, it is im- 
portant to make provision for correct- 
ing human errors before data is fed in- 
to the computer because corrections 
after the computer has started process- 
ing interrupt its work and are expen- 
sive, he declared. 

He also told the audience that it is 
important to standardize programming 
techniques, since there will usually be 
a number of programming personnel 
within a company using a computer. 
Symbols used should also be standard- 
ized, he said, so that a program can be 
read at any time after its design, by 
other personnel than those who de- 
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WEAREVER. LIQUASCRIBE” 


RETRACTABLE PENCIL 


It <i 


Va Writes dry turn to write 


turn back 


VY Writes like a pencil to retract 
Y Erases easily 


Only product of its kind that combines 

retractable point... replaceable cartridge... 

renewable eraser. 

Here’s the newest writing marvel. Never needs 

resharpening, point can’t break, will not smear or Js 

smudge. A perfected writing instrument by JE] Comes in red, yellow, 


blue, green and black 
the world’s largest pen maker. Lasts much longer, c 
writes much better than ordinary pencils. 


WEAREVER // 29 


LIQUASCRIBE $3.48 


RETRACTABLE PENCIL per dozen 


Order through your supplier 


MADE BY DAVID KAHN, INC., NORTH BERGEN, N.J. 
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desk set . . . with its giant ink fountain-base YOU WRITE...BY NUMBER 
that automatically fills the pen and keeps it 
ready to write a full page or more when- ‘i 
ever you take it from its socket. 2556 
= : Bovkkee 
; 2550 
*€ 30-DAY MONEY-BACK TRIAL OFFER 9314M 
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2 can return it for a full refund if you 9550 
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i 2668 
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ie ; THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
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It is also important to make the sys- 
tem as flexible as possible, he said, since 
very often it is necessary to change a 
program after it has been in operation. 
The more flexible the original system, 
the less difficulty there is in re-program- 
ming. 

In discussing how to eliminate er- 
rors in setting up a computer system, 
he said that a series of tests must be 
run, first on the computer alone, then 
on the entire system. 

First step is a review of the pro- 
gramming to check for clerical accuracy 
and for the overall logic of the opera- 
tion. Then the operation itself must 
be checked first by paralleling the sys- 
tem with standard procedures, and 
then also by trying all possible excep- 
tions which might arise during the 
course of computer operations. 


Precise instructions essential 


The final speaker of the Tuesday ses- 
sion, William E. Eggleston, Machine 
Procedures Accountant, Common- 
wealth Edison Co., Chicago, in outlin- 
ing programming problems and costs, 
likened the programming process to a 
dinner table situation in which one 
participant, the programmer, would 
make a simple request, to the other, 
the computer, with these results: 

Programmer: May I please have the 
cream? 

Computer: Yes. 

Programmer: Would you please pass 
the cream? 

Computer: When? 

Programmer: Now. 


(Computer gets up and walks past 
the cream.) 

Programmer: Would you please have 
the cream passed now? 

(The computer has the cream passed 
to someone else at the table.) 

Programmer: Would you please have 
the cream passed to me now? 

At this point, the questioner gets 
what he wants. 

In other words, the speaker pointed 
out, nothing may ever be taken for 
granted in programming for a compu- 
ter. Instructions must be detailed, me- 
thodical, and unequivocal. 

The Wednesday morning session 
was devoted to detailed discussions by 
three speakers on the characteristics 
and uses of three different computers— 
the IBM Type 650, the Datatron (Elec- 
troData), and the UNIVAC. Harold F, 
Hatch, Associate Controller, John Han- 
cock Insurance Co., covered “Applica- 
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tion of the IBM 650”; L. L. van Oosten, 
Methods Research Director, Allstate In- 
surance Co., Skokie, Ill., discussed the 
ElectroData system; and L. C. Sim- 
mons, Controller, National Tube Di- 
vision, U. S. Steel Corp., Pittsburgh, 
covered UNIVAC applications. 

Final speaker of the conference was 
Thornton F. Bradshaw, Partner, Cresap, 
McCormick, and Paget, New York, 
who outlined “The Future of Elec- 
tronics as a Management Tool.” 


The mechanical revolution in data 
processing which is occurring today 
will force a new concept of manage- 
ment as far as planning and con- 
trolling of company operations are con- 
cerned, he told the audience. 

“Effective utilization of electronic 
equipment demands a new concept of 
procedures which, in turn, will supply 
the tools by which management can 
plan and control operations,” he de- 
clared. 

The great advantages electronic in- 
stallations offer in clerical speed and 
economy in individual applications are 
the smallest part of their potential value 
to business, Bradshaw said. 


Thinking must be re-oriented 


“Their full potential will not be real- 
ized until we re-orient our thinking 
away from functional areas such as pay- 
roll, inventories, production planning, 
etc., and toward thinking in terms of 
the impact of a single transaction on all 
functions,” he said. “This approach 
is certainly not new—it has been vigor- 
ously espoused by many managements, 
including some of those that are test- 
ing the water with functional applica- 
tions.” 

Pointing out that one reason it is un- 
wise to attempt merely to transfer pres- 
ent procedures intact to computer ap- 
plications is because present procedures 
have been built on the limitations of 
conventional machines, he told the au- 
dience that electronic data processing 
equipment makes it possible for the 
first time to eliminate the continual re- 
processing of the same data to meet 
varying department needs as it flows 
through an organization. 

There are three stages to full final 
utilization of electronic equipment, 
Bradshaw said: Regrouping of data 
processing units from scattered instal- 
lations to a central installation, without 
any necessary dependence on new 
equipment; integrated data processing 
through a common language linking 
conventional machines, which still doe 
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PUSHBUTTON 


DICTATION 


Pushbutton convenience means that you 
handle no complex equipment. Simple 
pushbuttons give you full control over: 
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endings. And you get “built-in intercom” for 
verbal instructions. What’s more, you dictate 
at your convenience : your secretary transcribes 
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dictation faster, more automatic. And 
nothing else helps cut more deeply into 
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not necessarily imply electronic equip- 
ment; and finally, complete reorgan- 
ization, and the use of electronic data 
processing equipment. 

“The final stage of this three stage 
approach can develop from either one 
or both of the two preceding stages,” 
he stated. “For full realization of the 
potential of electronic equipment, there 
must be, I believe, a merger of the 
central data processing concept of or- 
ganization and the integrated data 
processing concept. 

“This merger will mean that a new 
concept of procedures has been imple- 
mented. It will mean that data process- 
ing has been centralized, that there is 
no human processing or reprocessing 
of data once the original data is pre- 
pared for the machine, and that the 
basic interdependence of procedures is 
recognized.” 


Final reports from raw data 


In the third stage, Bradshaw said, it 
is possible to visualize feeding original 
data into equipment, and drawing from 
the machines reports and documents 
needed for the day-to-day operation of 
the business — available inventory re 
ports, purchase orders, plant schedules, 
cost variance analyses, production re 
ports, material usage reports, perform- 
ance reports, stock 
planned shipments reports, 
bills of lading, etc. 


available reports, 


invoices, 


The most significant result of these 
changes in procedures will be in the 
kinds of reports and information avail 
able to management. Use of an elec 
tronic integrated data processing sys 
tem will give management three kinds 
of information, he said: 

1. Information with which to plan. 
2. Information with which to test 
plans, 

3. Information with which to control 
planned operations and change plans 
when necessary. 

He echoed the theory of the confer 
ence’s opening speaker, Don G. Mitch 
ell, that centralization of data process- 


ing facilities would aid the trend 
toward decentralization of manage 


ment, rather than reverse it. 
“Electronic equipment will provide 
the tools of planning, testing plans, co- 
ordinating the various parts of a plan 
and following actual results compared 
to a plan,” he prophesied. “These are 
the functions reserved to top manage- 
ment in any decentralized operation. 


“The proper use of these tools will, 


in my opinion, provide the means of 
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making decentralized management ef- 
fective. 
provided with overall plans and their 
areas of responsibility will be clearly 
marked. They will be provided with 
reports which will enable them to con- 
trol their operations within the limita- 
tions of the plans.” 

As for the impact of electronic data 
processing on the accounting and cler- 
ical organizations of companies which 
institute it, Bradshaw said that he be 


Divisional managers will be 


lieved it would accelerate a trend al- 
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Automation— 
(From page 33) 


electronic computer sales, declared at 
the press showing of the new calculator 
in New York last month. 

Additional magnetic cores can be 
added to the calculator to bring its 
character retention ability to 120,000 
—ten times the capacity of the current 
Univac, he went on. 

To keep up with the speed of the 
new machine, the tape units which 
read from and write on the metal mag- 
netic information tapes of the compu- 
ter are operated at more than double 
the effective speed of present units. 


According to Mr, Parker, the new 
machine has been designed so that it 
can, wherever it is desirable, be incor- 
porated into existing installations built 
around the current Univac. Thus, the 
new model can make use of the High 
Speed Printer developed by Remington 
Rand last year for use with the earlier 
Univac, and can also be utilized with 
the Punched Card to Magnetic Tape 
Converter, Magnetic Tape to Punched 
Card Converter, and the Unityper II 
which can record information directly 
on tape. 


Credit card system developed 


Farrington Manufacturing Co., which 
developed the “Charga-Plate” credit 
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identification system used in depart- 
ment stores, announced recently estab- 
lishment of an electronic system de- 
signed for handling credit card sales 
procedures in accounting offices. The 
equipment, known as the Scandex Sys- 
tem, will be offered first to oil com- 
panies on a rental basis to permit auto- 
matic processing of tabulating card in- 
voices printed at point of sale with in- 
formation from customer credit cards. 
The equipment will also be adapted 
for use in other businesses, such as 
department stores, which handle a 
large volume of credit sales. 

The system “reads” the account num- 
ber on tabulating card invoices sent to 
the billing department from the point 
of sale, verifies it for accuracy, and 
then key punches the information on 
the original invoice. 

Equipment in the system consists of 
a scanner, and an interpreter which 
can operate conventional key punch 
machines. The scanner “reads” incom- 
ing invoices by means of a photo-elec- 
tric cell operating with visible light. 
As data passes before the scanner, elec- 
tronic impulses are transmitted to the 
interpreter for recognition and check- 
ing. 

The interpreter, a small, special pur- 
pose digital computer, identifies each 
character transmitted by the scanner 
and, through a built-in serial number 
checking system, also verifies the ac- 
curacy of the account number on the 
invoice. If the interpreter finds the 
number is correct, it returns pulses 
which cause the key punch machine to 
punch the invoice card. If the number 
is incorrect, the unpunched card is re- 
jected for manual punching. 

Electronic units in the Scandex Sys- 
tem were developed for Farrington by 
Intelligent Machines Research Corp., 
of Arlington, Va. 


Sylvania establishes wire network 


Western Union Telegraph Co., and 
Sylvania Electric Products Co., Inc. 
announced plans last month for es- 
tablishment of a nationwide 12,000- 
mile private electronic communication 
system to link 57 cities into the new 
Sylvania data processing center to be 
built in Camillus, N. Y., near Syra- 
cuse. (See “Automation in the Office,” 
page 31, April Office Management). 

The telegraph company will provide 
specialized facilities linking all Syl- 
vania plants, laboratories, sales offices, 
warehouses, divisional headquarters 
and executive offices to the new center. 
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Whether you bought dictation equipment 


yesterday, or 10 years ago, 


we can prove Scribe will 


. 
} 


A 


on labor costs alone! 


There’s no doubt about it—Scribe saves 50% on labor costs alone 
over other dictation equipment systems and up to 75% over short- 
hand dictation systems. 


Thousands of on-the-job tests have proven that Scribe dictation 
can be transcribed in half the time required by other dictation 
systems. And in addition to these savings, you save on recording 
media, because with Scribe there is nothing else to buy — your first 
cost is your last. 


Scribe is so simple to operate that the dictator is free from 
bothersome operating difficulties—his mind is free to concentrate 
on the work at hand. The result is better, more profitable corre- 
spondence and dictation. 


PAX...PBAX 


it i wi Let us prove to you—in your office— 
Se can be with that Scribe can save you 50% of your dictation 


your telephone intercom labor costs! No obligation, of course. 


equipment whether it is 
PAX or PBAX type. 

See your Scribe dealer 
or write for details. 


cribe 


SALES AND SERVICE FROM COAST TO COAST 
5022 West Madison Street ¢ Chicago 44, Illinois 


Dealers note: Choice Scribe franchises still available. 
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Go Ahead, Mister—It's Your Dough! 


If you’re satisfied to literally throw money out the window . . 
keep right on with those antiquated paperwork methods. 

What do we mean? Just this! If your paperwork procedure is a 
conglomeration of different forms—a succession of typing and 
retyping operations, then you’re paying for a lot of needless work 
that is eating into your profit margin. Even clerical help is too 
costly to squander on repetition of effort. Here is where Colitho 
Offset Duplicating Products come in. 

For years now, Colitho paperwork engineers have been showing 
business people how the duplicating machines they already have 
can be used to increase the efficiency of business forms procedure 
—not just in bulletins, sales sheets and reports, but in the pur- 
chasing, manufacturing, engineering and accounting systems 
of a business. 

An idea of what this kind of help might mean to you is con- 
tained in the 16-page booklet, “‘Cash In On Your Offset 
poet 

cy 


yf Duplicator’s Idle Time.” We'd like to send you a copy. 
ni Just fill out and mail the coupon. 


* 
” (plitho SERB 
THE “ONE-WRITE” WAY TO RUN i vc 


A BUSINESS 


Colitho Division, COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
575 Herb Hill Road, Glen Cove, N. Y. 


Please send the booklet “Cash In On Your Offset Duplicator's Idle Time” 
and the Colitho Idea File. 


City. Zone. State 


Financial and production information 
will be fed from these scattered fa- 
cilities over the leased network to 
Camillus where the data will be proc- 
essed and summarized for corporate 
and decentralized management. 

According to Walter P. Marshall, 
Western Union president, the Sylvania 
private wire system “will be the first 
nationwide network especially designed 
for automatic transmission of control 
data.” 

Leon C. Guest, Jr., Sylvania con- 
troller, said that the new Sylvania sys- 
tem “is, as far as we know, the only 
existing concept of a company tied 


completely together communications- 


wise, with the data processing function 
in its own centralized facility.” 

| Three switching centers for the new 
system will be located in Williamsport, 
Pa.; Salem, Mass.; and Buffalo, N. Y. 

Spokesmen for Sylvania and West- 
ern Union said that technically, by 
means of the leased wire system, sta- 
tistical and other data will be trans- 
lated into impulses at the transmitting 
point in much the same way as a tele- 
gram is transmitted. At the Data Proc- 
essing Center, the electrical impulses 
will be reconverted to statistical form, 
and will be processed through the elec- 
tronic computing equipment at the 
center. 

Construction work on the center at 
Camillus is scheduled to start about 
July 1, Leases on the new Western 
Union communications system will go 
into effect next January 1. 


Wayne U. plans summer 

automation courses 

The Computation Laboratory, 
Wayne University, Detroit, has an- 
nounced a series of four short special 
summer courses dealing with subjects 
related to automation and _ scientific 
approaches to business problems. The 
courses are: 

(1) Electronic Computers, Business 
and Engineering Applications, June 6 
to ll. 

(2) Automatic Data Processing, June 
13 to 18. 

(3) Mathematical Programming of 
Management Problems, June 20 to 25. 

(4) Numerical Methods and Ad- 
vanced Programming Techniques, June 
27 to July 2. 

The university will use its UDEC 
computer and several other machines 
to demonstrate the programming of 
representative business and engineer- 
ing problems. 
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whatever the job... 


SELF-STICKING 


ERMACE 


In our complete line, there's a self-sticking tape for every job write Permacel Tape Corporation, New Brunswick, N. J 


a fohmron«Gofren company 
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"WEAREVER LIQUASCRIBE 


<4 Wall-type intercom 
Executone, Inc., 415 Lexington Ave., 
New York, has announced its “6000” 
electronic intercom system. Available 
with the new system are wall and other 
types of master stations. Full communi- 
cation is controlled by pushbuttons. 
The system also provides complete pag- 
ing facilities. 


<4 Desk-top microfilmer 

This is the new Reliant microfilmer 
made by Recordak Corp., 444 Madison 
Ave , New York, a subsidiary of East- 
man Kodak Co. The unit takes 16 mm 
film, has reduction ratios of 40, 32, and 
24 to 1, can simultaneously photograph 
two sides of a document side by side, 
or can record one side at a time on the 
full film width. 


New 
for the office 


<@ Space-saving files 
Tract-A-Files, made by the Ramsey 
Co., Washington Square Bldg., 7th and 
Chestnut Sts., Philadelphia, are sus- 
pended from overhead tracks. They 
are easily moved, so that several rows 
can be placed closely one behind an- 
other, saving floor space. Units are 
equipped with doors, can also have 
shelves, rails for suspended folders. 


& Collator 

The Model 85 collator, made by the 
Cummington Corp, 620 Common- 
wealth Ave., Boston, utilizes a new de- 
sign concept. An eight-station model, it 
can handle light paper intermixed with 
heavy ledger paper in sizes from 5 to 
7 to 11 by 14 in. Double suction-cup 
pick-ups are used. Total floor space is 


31 by 63 in. 


A Retractable liquid pencil 

The Wearever Liquascribe pencil is a 
new model of the liquid type. It 
has recently been introduced by David 
Kahn, Inc, 1207 Grand Ave., North 
Bergen, N. J. The pencil is designed to 
write dry without smearing or smudg- 
ing. Cartridge and eraser are both re- 
newable, and the point is retractable. 
Price, 29 cents. 


V Noiseless typewriter 

This new noiseless typewriter features 
“Pressure Printing,” by which a slight 
tap on the key is sufficient to create a 
uniform impression on the paper, using 
a precisely calculated weight, Executive 
type styles are available, as are ribbons 
in various colors. The manufacturer 
is Remington Rand Inc., 315 Fourth 
Ave, New York. 
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FISH WHERE THE BIG ONES ARE 


If you want to do big business, go where the big business ideas 
are! That’s New York—the world’s capital of business; national 
headquarters for most big companies. 

That is why the one truly national business show is held in 
New York—for New York is where most national planning and 
buying is done. 


NATIONAL BUSINESS SHOW 


OCTOBER 24th THRU 28th, 1955 


RUDOLPH LANG, Managing Director 
33 West 42nd Street * New York 36, New York * PEnnsylvania 6-6760 
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A Custom desk 

This desk was designed for Jones & 
Laughlin Steel Corp. executive offices 
by Raymond Spilman in collaboration 
with Rodgers Associates, and made by 
Art Metal Construction Co., James- 


town, N. Y. 


V 12-inch low-table fan 

The Emerson Electric Mfg Co., 8100 
Florissant Ave., St. Louis, offers this 
new three-speed fan, designed to de- 


liver 3,200 cu. ft. of air a minute. Price, 
$53.95 list. 


Vv Paper cutter 

The Safe-T Paper Cutter features a hid- 
den blade which is concealed so that 
the unit can be used in safety, A stand- 
ard Schick Injector razor blade is used. 
The cutter is designed to cut paper, 
cloth, tissue, cardboard, and other ma- 
terials. It is made by the Hectographia 
Corp., 110 W. 17th St., New York. 


V Upholstered arm chair 

One of several new designs recently 
introduced by Lehigh Furniture Corp., 
16 E. 53rd St., New York, this chair is 
styled by Von der Lancken, Lundquist, 
and Sorensen. It is offered in a combi- 
nation of walnut and cherry, or all of 
walnut. Seat and back are of foam rub- 
ber. List price, $98.75. 


<@ Folding easel 

Oravisual Co., Inc., Box 609, Station A, 
St, Petersburg, Fla., offers this Giant 
Whiteboard Easel, designed for use 
with 45 by 354-in. paper pads. It is 
equipped also for use with turn-over 
charts and cardboard charts. Price, $92; 
with extension legs, $104. 
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WELCOME! 


A Business greeting cards 

This card carries a message that begins: 
“It is good to know that you will be 
one of our valued accounts. We will do 
everything in our power to please you.” 
It is one of a new series introduced by 
Ideas for Industry, 15 W. 44th St., New 
York to add a light, human touch to 
routine business correspondence. 


Vv New file line 

The Spacefinder File, made by Tab 
Products Co., 57 Post St., San Fran- 
cisco, is designed to combine the space- 
saving features of open-shelf filing with 
the protection against dust and dirt 
provided by drawer-type files. The 
doors serve also as pull-out work 
shelves for file maintenance and nota- 
tions. 
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The handsome 10-key 0-5 Sree 
calculating-adding machine Fs 


he 

quiet - high-speed i; 

electric . 
attractively price 


Figures faster than you think 


The new portable Comptograph adds, 
subtracts, multiplies and even divides. 
The fastest, quietest, easiest 10-key 
machine to operate! New, human- 
engineered keyboard designed to 
eliminate lateral hand movements. 
Exclusive single-cycle action elimi- 
nates “runaway” tape. 

The exclusive Visi-Balance window 
shows automatically the true running 
debit or credit balance at all times. 
You get instantaneous subtotals or 


“Be * 
Pascetsnenwe 


totals with automatic space-up. Direct 
action segment printing in two colors. 
Erase tab-backspacer. AC-DC motor. 


For a free office trial, mail the coupon. 


a 


FELT & TARRANT manuracturme company 


1742 
in Paulina St., Chicago 22, Iilinois 
xentlemen: Without cost or obligati 
ation — 


OI want mo 
ake re i ati 
COMPTOGRAPH “wee about the new 


0D Please 

se arrange for 

a 

pn free office trial 


The new COMPTOGRA Company \ 
PH CALCULATIN 
MACHINE, and th }G-ADDING MACHINE, th Add 
i, pnp sarap © ADDING-CALCULATING cen songs DICTATION ress___ 
icago 22, Ill. Offices in principal cities and aris are products of Feit & T: City 
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& Acoustical tile 


Minatone, a product of the Armstrong 
Co., Lancaster, Pa., is an economical 
42 in. thick, compared with a regular 
thickness of % in. It is of incombusti- 
ble mineral fiber and is offered in 12- 
and 24-in. squares. 


V Personal safe 

The Sentry line of safes, made by 
John D, Brush & Co., Inc., 545 West 
Ave., Rochester, N. Y., offers several 
new features this year. This model is a 
new size—3,285 cu. in. Others are 
available in wood cabinets finished in 
bleached mahogany and walnut. 


Pee B a 


®& New chair line 
This is one of the Modernease line of 
chairs offered by Invincible Metal Fur- 
niture Co., Manitowoc, Wis, It has a 
mar-proof fiber-glass base which auto- 


matically adjusts to variations in the 


floor and absorbs shocks. 


50 


& “Padless” rubber stamp 
This rubber stamp, made by Everprint 
Products, Inc., 224 Livingston St., 
Brooklyn, N. Y., does not require an 
ink pad. The rubber itself is impreg- 
nated with a new smudge-proof ink de- 
signed to give 100,000 impressions. 


<@ Mimeograph cabinet 
Bohn Duplicator Corp., 444 Fourth 
Ave., New York, has announced a new 
cabinet for use with stencil duplicators. 
The doors have touch latches (handles 
are not necessary). Storage and pull- 
out shelves are provided. Price, $59.50. 


OFFICE MANAGEMENT 


A Copying machine 
Minnesota Mining & Mfg. Co., 900 
Fauquier Ave., St. Paul, maker of 
Thermo-Fax copying equipment, now 
offers a desk-top copier called the Sec- 
retary. It copies transparent or opaque 
originals in about four seconds. 


<@ Machine stand 
The new “Guardian” line, made by 
the Cramer Posture Chair Co., Inc., 
1205 Charlotte St., Kansas City, Mo., 
features *4-in. plywood tops, square 
tubular steel frames, self-levelers. 


V Self-indexing tab cards 
Self-Guide cards are their own indices. 
Standard cards, notched at bottom cor- 
ners, settle down over rails in tray; in- 
dices, not notched, protrude 4 in. Of- 
fered by Wassell Organization, 11 
Sylvan Rd., Westport, Conn. 
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Make CHILD’S PLAY 
of Copy Work 


N OLD TOWN SPIRIT DUPLICATOR 
A is clean and foolproof. There are 
no costly stencils or mats, no messy 
inks or gelatins, no cleaning up later. 
Simply write, type or draw on an 
Old Town master unit and place it 
on the machine. Copy paper mois- 
tened with a clean, alcohol-type fluid 
picks off up to 500 crisp, clear copies 


faster than one a second. And you . 
get up to six colors at once! Jee mee 
duplicators and 


duplicating supplies. 
Rent your 


OLD TOWN SPIRIT DUPLICATOR 


Old Town Corporation, Dept. OM-5 


345 Madison Avenue, New York 17, N. Y. 
* Rentals as low as $7.50 per 


Please send me turther information about Old Town spirit duplicators 
month. Get including rental plan, free trial and trade-in offer. 
%& Rent one or many machines. the details, 


%& 10-day FREE trial in your own TODAY ! 
office. 7 


% Liberal trade-in on your old ma- 
chine if you decide to buy. 


OFFICE MANAGEMENT May, 1955 


b> 

eS p ee ea " % 
i j r . | e 4 if a : 

| ee : i se 

. | wh | e i a 
: as “ a 

‘ | ! , 

, oo oe ei 

—— — 

a - = . 3 : IN ‘ oa se, / \ _ 5 F q P | | fg 

a7 

a 

O10 Town Q Int / 
eee = DUPLICATORS 4 | 

ee fF 
AI mh SR to AOE eS I | = 

ES TE ES <A ORSSN ED OAT 5 Ete CE a 

ee ok } 


The /atest development 
in free-standing double 
wall steel partitions 


 ailil-steel © . 
EXI-WALLS © 


« NO INSTALLATION—all you need is 
a screwdriver. 

e PROVIDES PRIVACY—creates greater 
working efficiency. 

e SOUND-ABSORBING—double-walled 
panel construction with cellular insula- 
tion actually deadens noise . . . a stand- 
ard feature in all FLEXI-WALLS! 

e 10 stock widths. 

e 3 stock heights—39”, 54”, 68”. 

e LIFETIME BAKED-ON FINISH— 


green, grey, tan. 


Exclusive FLUSHLOK Accessories... 
e Electric Panels—wiring concealed under 


panels .. . no danger of tripping over ex- 
posed wires! 


e Clip-on Base Panels—makes enclosure 
draft-proof. 

. eee and Gates—all steel or with glass 
nset. 


# Write for details to: 
{Z Aled HEMISPHERE STEEL 
PRODUCTS CORP. 


Dept. OM5, 32-01 Queens Bivd. 
Long Island City 1, N. Y. 


Office Partitions 
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New for the Office 


(Continued) 


& Low-cost chair 


Alvin Industries, 14 - 104 
Merchandise Mart, Chi- 
cago, offers this all-purpose 
chrome chair at $4.70. 
Construction is of 18-gauge 
tubular steel, completely 
welded. Legs have plastic 
foot caps. Back and seat 
are padded with washable 
soft plastic. Available in 
several colors. 


& Telephone aid 


For the girl who finds ear- 
rings an inconvenience in 
using the telephone, the 
Eze Co., Box 719, Haw- 
thorne, Calif., offers a de- 
vice called Tela-Eze. Made 
of washable plastic, in red, 
blue, green, ivory, or black, 
it snaps easily on and off 
the earpiece. Tela-Eze is 
priced at 80 cents. 


p& New receptacle 


The Bennett Closed Drop- 
in Waste Receptacle is a 
new product of The Ben- 
nett Mfg. Co., Alden, N. Y. 
It has a self-closing door, 
and the round design of 
the top was created to pro- 
vide all-round accessibility. 
It is finished in white 
enamel and has a stainless 
steel base. 


OFFICE MANAGEMENT 


<@ List finder 


The Crusader is a new 
model telephone list finder 
introduced by The Bates 
Mfg. Co., Orange, N. J. 
It is of metal, holds 1,600 
names, and features a sin-- 
gle-action lever. $3.25. 


<q Water cooler 


This water cooler, designed 
for off-the-floor installation, 
is 21 in. high and can pro- 
vide 6 to 17 gallons per 
hour, depending on the 
model. Made by the Sun- 
roc Corp., Glen Riddle, Pa. 
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Movable partitions may be used with 
or without modular furniture. Top: 
wood-finished partitions and furniture, 
made by D & L; bottom: an installa- 
tion of all-metal Globe-Wernicke 
*“Techniplan” units. 


THE EFFICIENT USE of office space 
is not primarily a matter of how many 
people or machines can be crammed 
into a given area. Rather it is a ques- 
tion of adapting that available space to 
the smoothest possible operation of the 
office functions. This may lead to space 
reduction, or it can lead to expansion. 
But the basic point is that it is the 
efficient operation of the office which 
is vital, not the “population density.” 

An essential factor in the use of 
space is the means of subdividing it 
into the areas in which the various 
office functions are performed. This 
can be done in a number of cases mere- 
ly by locating in one area the desks 
and equipment pertaining to each op- 
eration, making sure, of course, that 
each such area is placed where it can 
be coordinated with the general work 
flow. 

But in many cases a more complete 
physical separation is necessary. This 
need may arise from the fact that a 
particular operation requires a degree 
of privacy—as in the case of interview- 
ing, or in conducting certain legal mat- 
ters—or that it involves noise, heat, or 
odors that may inconvenience neighbor- 
ing areas—as in the case of certain 
types of machine operation—or that it 
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A Monthly Feature 


Tools of the Office 


Movable Partitions 


by Robert Beeman 


For maximum privacy, ceiling-height partitions can be used. These Weber and 
Virginia Metal installations indicate some of the decorative possibilities. 


yo ae = . ele Ses te 


Acoustical treatment is featured in some models. Left: GR Products’ “Soundex” 
partitions; right: Boyle panels in AT&T’s Long Lines Building, White Plains. 


eee we 
Space can also be subdivided by using folding doors and walls. Left: Hough 
Shade’s “Hufcor” laminated door; right: Brunswick folding partitions. 
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a new way 
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in the office 
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a is a bonus for you” 


“You'll be doing both your secret | 
yourself a favor by installing the Arnot 7 
OFFICE-ette executive . 
your office! 


You'll be surprised how 
nomical it is to arrange your 


Typical Secretarial L 
with lowered typewriter table 


your secretary will be cl 
separate...with the result that both hy you 
will be free to go about y “pe rz 
less strain on the ner\ 
~ break for your secretary 


Write and arrangements will | 


stration of the Arnot: ‘OFF 
— saving plon for executive a 
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Tools of the Office 


may involve employee morale—as when 
certain individuals are entitled to the 
prestige of having separate offices. 

Until recent years, physical separa- 
tion was accomplished generally by the 
use of permanent partitions. This me- 
thod at least assures the maximum in 
privacy. But that is not necessarily a 
virtue. It can interfere with effective 
supervision. It can be a hindrance to 
smooth work flow, And above all, it 
is seriously lacking in flexibility. 

An office which is alive to the chang- 
ing needs of business must be prepared 
to expand and contract—it might be 
said to “breathe”—and to shift its ap- 
proach to meet new situations. To the 
extent that its internal physical pro- 
cesses must change with the times, per- 
manent partitions are a_ hindrance. 
They can be torn down, of course, and 
rebuilt, but the process is costly and 
in many operations the benefits are not 
worth the expense. 

Over the last few years, therefore, 
the tendency has been to remove perma- 
nent partitions in the general work 
area. Many new buildings are built 
without partitions in the main work 
spaces, and large numbers of clerical 
personnel work together in vast open 
areas, 


Flexibility versus privacy 


Thus the office has attained flexibility, 
but at the expense of privacy. Some 
operations must be conducted private- 
ly, however, and others interfere with 
nearby operations. As a result, the of- 
fice has come up with an answer which 
has been increasingly popular since the 
war—movable partitions, 

In the broad sense, movable parti- 
tions include many types, including 
panels that slide into walls, folding par- 
titions, and the many varieties of pre- 
fabricated, lightweight partitions that 
can be installed wherever desired in a 
large area. 

The prefabricated types may be of 
steel, composition, or other material. 
They may be of railing height, they 
may extend to the ceiling, or they may 
be of various intermediate heights. 
They may have panels of clear or 
translucent glass, or they may be of 
steel or composition entirely. Some 
can be equipped with bulletin boards, 
blackboards, raceways for electrical wir- 
ing, electrical outlets, soundproofing 
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and other special features. Access can 
be through open spaces between parti- 
tions or through doors that close as 
securely as any other door. Some par- 
titions can be used with furniture 
units, such as desks and files, attached; 
other partitions can be affixed to the 
tops of desks or counters. 

Not only can various types of parti- 
tions be adapted to various uses, but 
they can be used in different combina- 
tions. It is also possible to simulate 
certain types of partitioning by the use 
of banks of file cabinets, 
and other furniture, 


wardrobes, 


Movability an asset 


Probably the greatest advantage of 
movable partitions is their flexibility. 
They can be easily installed and as 
easily taken down, moved elsewhere, 
and set up again. The purchaser who 
installs a set can take them with him 
when he moves. 

This flexibility, however, is relative. 
Partitions are usually bolted or other- 
wise fastened to the floor and/or to 
each other, and perhaps to the ceiling, 
and they are not moved merely by 
pushing them around. Moreover, when 
electrical wiring has been installed, an 
additional problem is involved in re- 
arranging them. 

It is interesting that a sampling of 
reader opinion on this subject by Of- 
fice Management showed that users of 
movable partitions considered their 
movability a factor of major impor- 
tance, yet that they actually tended to 
let the partitions stay put once they 
were installed. 

This may point out a virtue of mov- 
able partitions: they are not so easily 
moved that the office is constantly be- 
ing rearranged to suit somebody’s 
whim, yet as compared to the incon- 
venience and mess of altering perma- 
nent partitions, they are highly adapt- 
able, and are certainly less costly. 


Privacy varies with design 

In the opinion of readers, the second 
most prized quality of movable parti- 
tions was the privacy they can provide. 
Again, this is not unqualified. Privacy 
has to do both with sight and sound. 
Unless a partition has clear glass, it 
will generally provide visual privacy. 
However, its ability to provide privacy 
of conversation is variable. Some par- 
titions are soundproofed. Yet it is 
obvious that if the partitions do not 
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PARTITION-ettes”' and OFFICE-ettes* 


| - Quartered in his 


CE-ette 
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separate Arnot 
OFFICE-ette, the outside salesman is fre 
from unnecessary distr while 

his telephoning and paper work, the 
quicker to get back on the selling 

- also, he has a place to receive those cus- 


tomers who call — two reasons why many 


business organizations have found that 
sales departments equipped with Arnot 
- OFFICE-ettes and PARTITION-ettes*+ have. 


paid off in increased efficiency an 
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extend to the ceiling, sounds on one 
side of it can rise to the ceiling and be 
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This Martin-Parry installation shows 
the use of movable railings in con- 
junction with higher partitions. 


reflected audibly to the other side, un- 
less the ceiling is sound-absorbent. 

In other words, if noise reduction is 
a principal aim of installing movable 
partitions, thought should also be given 
to treating the ceiling acoustically, at 
least if the partitions are of less than 
ceiling height. 


Noise-reduction possibilities 

Properly used, of course, partitions 
can be valuable in reducing the noise 
level around tabulating equipment and 
other machinery that might otherwise 
disturb adjacent personnel. The degree 
to which sound reduction is actually 
effective will necessarily vary with the 
height and construction of the parti- 
tions, and with the acoustical treat- 
ment of associated walls and ceilings. 

It will be clear that partitions must 
be used intelligently to obtain all the 
benefits they can offer. They should not 
be oversold; neither should they be 
undervalued. The variable effects noted 


——— ee 
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Cornice-height partitions may have 
clear or translucent glass, or may be 
solid. This is a new Mills design. 
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above in respect to noise reduction ap- 
ply also to such matters as lighting and 
ventilation. 

Some readers praise movable parti- 
tions for the improved ventilation that 
followed installation. Others complain 
that ventilation is impaired. Clearly 
this difference of opinion indicates dif- 
ferences in the way the partitions were 
used, 

Obviously, half- or three-quarter- 
height partitions allow a much freer 
air circulation than solid, permanent 
partitions. On the other hand, ceiling- 
height partitions installed without re- 
gard to existing air facilities, can 
hinder proper ventilation. 

Recognizing the trend toward flexi- 
bility in partitioning, the architects of 
new office buildings tend to install air 
conditioning or ventilating systems on 
a modular basis, A basic unit of meas- 
urement is selected as the desirable dis- 
tance between duct openings or other 
fixtures, and the fixtures are located 
throughout the office area at intervals 
which are multiples of this basic unit. 
The distance chosen is reasonably 
small. Thus, air conditioning is pro- 
vided evenly throughout the space, and 
partitions may be moved at will with- 
out interfering with the air supply. 

Similar consideration is given in the 
newer buildings to lighting and to elec- 

trical connections. In particular, the 
use of luminous ceilings provides even 
lighting regardless of the location of 
partitions. If overhead lighting fixtures 
are reasonably close together, lighting 
is no particular problem in connection 
with installing partitions. But if the 
fixtures are widely separated, the light 
within the partitioned areas may be 
uneven, with portions of the space in 
shadow or semi-shadow. 


Partitions must fit the building 

Likewise, any significant problems 
with respect to the source of electrical 
power can be obviated by installing 
electrical outlets at frequent intervals. 

Because of the wide variety of parti- 
tion designs, it is clear that they can 
be adapted to a variety of different 
uses, They must be adapted to the 
building and to the user. Not only must 
the lighting, ventilating, and noise re- 
duction problems be treated with re- 
spect to the building, but the design of 
the partitions themselves must be suit- 
ed to the user. The person who re- 
quires visual privacy, for example, 
would not like clear glass partitions, 
nor would the supervisor who feels 
that partitions interfere with his super- 
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vision care to be walled in with ceil- 
ing-height partitions of solid construc- 
tion. 

Basically, the movable partition is a 
substitute for permanent partitions. It 
has the virtue of being reasonably in- 
expensive and convenient to install and 
to move. It can be applied to many 
uses, including not only the usual pur- 
poses of permanent partitions, but also 
to facilitate work flow and to provide 
the means for making office operations 
efficient. It generally does not provide 
the complete privacy offered by perma- 
nent partitions, but, if properly selected, 
it can perform most of the other func- 
tions quite as well. 


A word should also be said about 
those partitions incorporating furniture 
units. Generally the furniture consists 
of one or more desk tops, together with 
drawer space, The desk tops normally 
are at right angles to each other, creat- 
ing an L-shaped work area. This ar- 
rangement has proved remarkably eff- 
cient. Such arrangements, of course, 
are not limited to partition installations, 
but movable partitions adapt themselves 
very well to the L-shaped type of fur- 


niture. 


The Manufacturers 


Acme Steel Partition Co., Inc., 130 
Steuben St., Brooklyn, N. Y.  Parti- 
tions entirely of steel, of steel and 
glass, and all glass, with panels from 
30 to 42 in. wide. Standard ht., 
7 ft., superstructure to 15 ft., per- 
mitting ceiling-height _ installation. 
Clear and translucent glass. Partitions 
set in floor channel. On grounds that 
electric raceways destroy movability 
of partition and that they cost extra, 
these partitions are made without 
raceways. 

Add-A-Unit Partition Co., 946 W. 
North Ave., Chicago. 

All Metal Partition Co., Inc., 194- 
204 DuPont St., Brooklyn, N. Y. Line 
of steel partitions, 

Arnot Jamestown Div., Aetna Steel 
Products Corp., 5035 Dow St., James- 
town, N. Y. Line of “Partition-ettes” 
includes panels 39, 54, and 68 in. high, 
of steel, some with clear or frosted 
glass, some with acoustical paneling, 
some with both. Panels available in 
10 stock widths, Designed for use as 
free-standing partitions or with mod- 
ular furniture units from “Office-ette” 
line, including desk tops, pedestals, 
panel end supports, bookcases, etc., to 
create complete offices. Pegboard and 
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Tools of the Office 


chalkboard units available, together 
with. other accessories. Electrical race- 
ways. 


Art Metal Construction Co., Jones 
& Gifford Aves., Jamestown, N. Y. 
“El-unit” panels available with or 
without furniture. Units vary from 
15 to 75 in, in width. Standard ht. 66 
in., installed. Panels of steel; inside 
lined with felt for noise reduction. 
Upper sections of glass or acoustical 
panels. Panels locked together by 
post stud interlocking with keyhole 
slots. Wall and floor fastenings op- 
tional. Panels have cutouts for elec- 
trical outlets and phone jacks. Line of 
work tops and filing cabinets avail- 
able for use with panels. New fea- 
ture is lightweight aluminum door. 


Art Steel Sales Corp., 170 W. 233 
St., New York. “Steelmaster” line in- 
cludes “Uno Office Modulettes,” con- 
sisting of modular partitions, desk tops, 
end panels, pedestals, etc. for combi- 
nation into semi-private offices. Par- 
titions are 50 in. high, of steel, but 
can be provided with channels for 
glass or pegboard. Various accessories 
available, 


E. ]. Boyle Div., Aetna Steel Prod- 
ucts Corp., 14 Charlton St., New York. 
“Aetnawall” line of steel partitions. 
Stock heights, 3’, 56”, 7’2”, and 8'4”, 
with closure units to any ceiling height. 
Other non-stock heights available. Panel 
unit widths in 6-in. multiples. Panels 
sound deadened, and additional acous- 
tical treatment can be ordered. Panels 
capable of carrying wall-hung equip- 
ment, such as blackboards, cabinets, etc. 
Wickets, deal plates, slide windows, 
etc., available. Units fasten to floor, 
also to wall and ceiling if required, 


Browne-Morse Office Furniture Co., 
Muskegon, Mich. Primarily a manu- 
facturer of standard office furniture, 
this company also produces panel backs 
for counters and frosted glass wickets 
and grills for installation atop counters 
and desks. 


The Brunswick-Balke-Collender Co., 
623 S. Wabash Ave., Chicago. Line of 
custom-built folding partitions, operat- 
ed electrically, manually, or mechanic- 
ally. Doors are laminated of combina- 
tion wood, fiber board, and plastic, and 
are available with natural or painted 
finish, They are hung from building 
framing members, riding in tracks, and 
are offered in whatever heights are re- 
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quired. Accessories include chalkboard, 
cork board, pass doors, etc. 


Irwin Casper, Inc., 401 Broadway, 
New York. Line includes “Casper 
Portable Partitions,” of metal and glass. 
Available in wide variety of heights, 
including ceiling heights, and in vari- 
ous widths. Three thicknesses, from 
2 to 3 in. Partitions are acoustically 
treated, have electrical wireways. Pan- 
els fasten to floor and wall, also to 
ceiling when required. 

Corbin Wood Products Div., The 
American Hardware Corp., Orchard 
St., New Britain, Conn. 

D & L Office Furniture Co., 61 W. 
Hubbard, Chicago. Line of partitions 
for use with or without modular furni- 
ture, Panels of oak or walnut with 
formica or glass. Finishes: oak or wal- 
nut, or special finishes. Partitions are 
free-standing in L er U shape, with 
raising and lowering devices for ad- 
justing to floor. Panels hook together, 
do not need screws, but can be fastened 
to wall or floor. Standard height, 72 
in.; special sizes available. Company 
is designing small partitions to fit on 
edge of desk; these will be of sound 
absorbing material, or in walnut and 
glass. 

Driwood Corp., Box 447, Monroe, 
Ga. 

Flex-Wall Div., American Sanitary 
Partition Corp., 37-03 21st St., Long 
Island City, N. Y. 

John T. Fairhurst Co., Inc., 45 W. 
45th St., New York. Folding walls. 

GR Products, Inc., 142 Federal 
Square Bldg., Grand Rapids, Mich. 
“Soundex” partitions offered in 5 types, 
30 different units, These have Sher- 
wood frames, sound absorbing sand- 
wich panels, are finished in grey oak, 
natural oak, and walnut frames, or in 
enamel of various colors. May be 
fastened to floor if desired. Available 
heights: 42, 55, and 67 in. Lengths: 
20, 30, and 60 in. Equipped to take 
concealed wiring. Also a line of 
“Soundex” walls in three heights, in- 
cluding ceiling height. Similar in con- 
struction to partitions. Some with 
clear, some with glazed glass, some 
with full-height sound panels. 

The Globe-Wernicke Co., Ross & 
Carthage Ave., Cincinnati. “Techni- 
plan” line of partitions for use with or 
without modular furniture. Panels of 
steel with closed and open bases, clear 
or frosted glass, or with acoustical 
panels. Partitions are interlocked to 
desk units and are not attached to 
floors or walls; however, floor con- 
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Siti Casper Ine. 
Guvttes You 


to see and select your own office 
from the sample offices in 


On ' Hew Sih owroom 


Every conceivable type of 
partitioning available. 


Low railing 36” and 42” 
Bank rail 5’6” 


7’2” and 86” Partitioning and Ceiling 
Height Partitions 


°"PANEL-E7TE 


Doors are Standard. Four 
Heights 39”, 54”, 68”, 84”. 


Come and see your future office 
in our showroom. 


Large stock of used 
partitions on hand. 
Irwin Casper, Ine. 


401 BROADWAY, NEW YORK 13, N.Y. 
Walker 5-2555, 2556, 4218 


Reprints of the February “Tools 
of the Office” article, Equipment 
for Integrated Data Processing, 
are available in limited quanti- 
ties from Office Management, 
212 Fifth Ave., New York. Single 
copy price, 25 cents. Prices for 
larger quantities on request. 


Next Month: 


Bookkeeping and 
Accounting 
Machines and Systems 
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Special panel designs include peg- 
boards, like this Arnot model, chalk- 
boards, and bulletin boards. 


nectors make it possible to set up par- 
titions independently of furniture. 
Heights, 48 and 66 in.; widths, 25, 
33 1/16, and 45 1/16 in. Can be 
equipped for electrical wiring and out- 
lets. Accessories include fluorescent 
lights, book shelves, etc, Available 
with (or without) the partitions are 
numerous furniture units, including 
desk tops, pedestals, end supports, etc. 

The E. F. Hauserman Co., 6800 
Grant Ave., Cleveland. Line of “mov- 
able steel interiors” includes partitions, 
wainscoting, and accessories. Flush, 
paneled, and industrial types. Heights 
from 3 ft, to unlimited ceiling height; 
widths variable. Some are solid, some 
have glass. Accessories include match- 
ing railings and doors. Finishes in- 
clude wood grain reproductions and 
140 standard plain colors. Panels acou- 
stically treated. Wiring facilities pro- 
vided. 

Hemisphere Steel Products Corp., 
3701 Queens Blvd., Long Island City, 
N. Y. Line of “Flushlok Flexi-Walls.” 
These are completely flush, free-stand- 
ing partitions, available in 10 stock 
widths and in heights of 39, 54, and 
68 in. Construction of steel, insulated. 
Clear, translucent, and frosted glass 
available. Panels hook to each other. 
Features include electrical receptacle in 
panel, optional base boards, raceways 
for electrical wiring. 

Higgins Steel Equipment Corp., 33 
Jumel Place, New York. 

Holley Associates, Route 38 at 
Church Rd., Merchantville, N. J]. 
“Parflex” line includes variety of free- 
standing _ partitions. | Construction: 
wood, aluminum extrusions, Marlite 


38 


panels in eight wood grains. Upper 
portions of panels have glass sections. 
Height to glass, 48 in.; glass section 
either 18 or 24 in., with special heights 
available. Panel widths from 18 to 96 
in. Accessories include flush doors 
(full height), glass doors, hollow base 
for utilities. 

The Hough Shade Corp., 1023 S. 
Jackson St., Janesville, Wis. Two lines 
of folding doors: the “Hufcor” lami- 
nated door and the “Ra-Tox Fashion- 
fold” wood-slat door. Hufcor doors 
are of five-ply laminated construction, 
mounted on metal vertical pantographs, 
attached to overhead track and, if de- 
sired, to jamb, Heights, 6’ 6”, 6’ 84”, 
and 8’; also custom sizes. Widths 
from 2’ 6” to 10’. Latches and lock 
assemblies available. Ra-Tox line is 
of wood-slat construction, in 6’ 8” and 
8’ stock heights, 2’ to 10’ widths, cus- 
tom sizes available. Attached to over- 
head track, and, if desired, to jamb. 

Johns-Manville Corp., 22 E. 40th 
St., New York. Line of movable as- 
bestos walls includes “Imperial,” Uni- 
versal” and Class “A” designs. Im- 
perial walls in all heights, Universal to 
16’ 4’, Class A to 16’ 6’. Partitions 
anchored to floor, and in case of ceil- 
ing-height models, to ceiling. Features 
include vertical and horizontal wiring 
raceways. Integral chalkboards, sound- 
proofing, variety of new finishes avail- 
able. 

Knoll Associates, 601 Madison Ave., 
New York. 

Korda Industries, 20 W. 46th St., 
New York. “Kordarooms” are line of 
furniture units with partitions at- 
tached. Furniture includes one-piece 
L-desk top, bookcase with adjustable 
shelves, desk pedestal. Partitions are 
bolted to outer edge of desk top. Con- 
struction: steel, special hardboard lami- 
nation, aluminum, bronze, and glass. 
Heights, 50 and 72 in. Features include 
doors and gates. Typewriter well and 
built-in drawing board models avail- 
able, also units with peg boards, bulle- 
tin board, and acoustic panels. “Korda- 
wall” line consists of steel, hardboard 
lamination, and glass partitions, mostly 
of the free standing type. Heights: 
50, 60, 66, and 72 in.; widths from 
1 to 9 ft. Doors and gates, acoustic 
panels, peg board, bulletin board, credit 
and collection counters, cash slots, etc., 
available. 

Kraus Co., 332 Plover St., Stevens 
Point, Wis. 

Marsh Wall Products, Inc., Dover, 
Ohio. 


Tools of the Office 


Martin-Parry Corp., P. O. Box 964, 
Toledo, Ohio. “Metlwal” line con- 
sists of partitions, paneling, railings, 
and doors. Construction: steel, all- 
flush, with finishes in wood grains or 
plain colors. Wide range of heights; 
including ceiling heights; basic width, 
24 in. Panels fastened to floor by snap- 
ping onto steel studs. Ceiling height 
panels attach similarly to ceiling. 
Panels designed to reduce sound trans- 
mission. Glass sections available, as 
are chalkboard and other types. Panels 
equipped to take electrical wiring and 
outlets. “Metlwal Jr.” line includes 
partitions of 42-, 54-, and 68-in. heights, 
in a variety of widths. Glass panels 
normally used at top in the two larger 
sizes. 

The Mills Co., 965 Wayside Rd., 
Cleveland, Ohio. Several lines of mov- 
able steel walls. “Flush Pilaster” line, 
includes many varieties, some with 
glass, some without. Construction is 
flush. Heights vary from railings to 
ceiling-height partitions. Many widths 
offered. Panels fastened to floor and/or 
wall, Features include acoustical treat- 
ment, doors, transoms, wiring facilities, 
“New Executive Partitions” introduced 
last September, have continuous base, 
continuous honeycomb type core of in- 
sulating fiber, patented floor leveler, 
adjustable door and frame, and other 
features. Also offered is line of com- 
mercial partitions. Full range of ac- 
cessories available. 

National Steel Partition Co., Inc., 600 
E. 156th St., New York. Line includes 
hollow metal partitions from 36-in. 
railing height to 10 ft., some of flush 
type, some of panel type. Widths from 
30 to 60 in. Glass used in some models. 
Partitions fastened to floor; adjustable 
to variations in floor level. Accessories 
include wickets, transoms, interchange- 
able lock sets, door closers, etc. 

New Castle Products, New Castle, 
Ind. “Modernfold” line of folding 
doors. Doors have nylon trolley wheels, 
running on overhead track; no floor 
track necessary, Doors have steel frame 
of interlacing collapsible and extensible 
box-like hinge plates at top and bot- 
tom. Frame covered with washable, 
flame resistant, vinyl coating fabric, 
available in 40 colors. Standard 
heights: 6’ 6”, 6’ 814", and 8’; special 
heights to 20’ can be ordered. Stand- 
ard doors for openings from 3’ to 14’; 
special orders also. Operation elec- 
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trical or by hand crank. Sound in- 
sulating material used. 

Otis Steel Products Corp., Ellicott- 
ville, N. Y. Line of free-standing 


“Panel-ettes” which lock together with 
-” The Riddle of spring-loaded mechanism. Panels are 
pring 

19% insulated and fireproof. All-steel and 

. glass models offered. Stock heights: 

Riddled Surfaces 39, 54, and 68 in.; 11 stock widths 

When dees 15% available, from 9 to 66 in. Posts may 

¢ “equal” 100%? be standard or electrified, with double 

In acoustical walls: Ama- =e 

A. shag feat! Welle with 18% plug outlet. Doors and gates avail 
exposed acoustical surface able. 

absorb sound equally as well Pennsylvania Wire Glass Co., 1612 


os if with 100% exposed Market St., Philadelphia. Line in- 


acoustical surface. That's why , - 
cludes corrugated glass, without wire, CONQUEROR 
, -, SOUNDEX Partirions ° : | wi 


tor use either asa complete partition 
. soak up office noise like 


Memon cock ep teh. | or as part of standard partition, using Line DUPLICATORS 


. i ae | any appropriate type of framing. 
(surface area, 15% perfora- | y approp } 8 P 
*. thane ‘exposing’ ocoustical spun | Resolite Corp., Zelienople, Pa. Line | With ALL the features . . . 
e glass core.) . i | @ Print 120 or more copies per minute. 
of translucent panels molded of poly- | : " , 

; ‘ F 3 @ Print 1 to 5 colors, in one operation. 

ester resins and reinforced with a | =e 
ef @ For sharp, clean, copies Conqueror 
blanket of woven glass fibers. Can features include—Raise-and-Lower Con- 
| be used as complete partitions or in | trol . . . Adjustable Fluid Control . . . 
‘a <i Sn eel | a | Built-in Reset Counter . . . Pressure Con- 

| —— ion Wi conventiona par 1- trol. . . Positive Rotary Feed. 
| tions. | The Heyer yay ay Model 76, a of '76 
. . oe gives you for the first time “push-button” 
py + TODAY. Richards-Wilcox Mfg. Co., Aurora, | automatic electric duplicating . . . gives you 


Ill. Line of “Folding Wall” units, of comptes Heotam Nam camel efart. 
Write today for descriptive booklet 


ie Z £ vA ° ‘ | 
Gt wood construction, designed to be 
, MUM IM. hung from the ceiling. Available in | THE HEYER CORPORATION 


142 FEDERAL SQUARE BLDG. | : aloe - ‘ 1822 S. Kostner Ave. Chicago 23, Illinois 
GRAND RAPIDS. MICHIGAN wide variety of heights. Can be fur- Quolity Duplicators ond Supplies Since 1908 


— | nished with chalkboards or corkboards. 
Panels acoustically treated to reduce 
noise. 

strike back at Shaw-Walker Co., Muskegon, Mich. 
Line of “Sectional Partitions” made of 
steel with four reinforcing channels. 
Panels interlock with posts of heavy 


gauge tubing. Posts have 2'%-in. ad- 

justable rubber footing for height ad- | 
justment. When partitions are formed | 
in L-pattern, they may be free stand- | 


ing; otherwise, floor anchors are used | EN 
approximately every 10 ft.; can also be fingers ond thumb .. or 


. attached to walls. Height: 42, 57, and AAS 
man’s plage ing 3 messy sponges 


71 in., each adjustable 2 in. upward. 


T stock widths, f 18 to 64 in. rub in to create 
a cruelest set nase eta Aerrar ay Aig focky film.. Easy to apply, SoRT- 
as 


Optional features include pass-through 
: ; : KWIK creates a grease- 
shelf, seven widths of bookshelving, | ; 
enemy ‘ . count, file less, stainless, tacky 
| plain doors, doors with glass or acous- c —~ film permitting han- 
' tical panels, sliding glass upper panels, — dling more papers 
posts with electrical connections, acous- much faster. 


nee > - bs 6 ~ ° ° ° s 

tical panels, etc. Also a line of “Sec- | Now widely used in a variety of businesses 
tional Furniture” units designed to be | throughout the country, SORTKWIK is set- 
used with (although not attached to) ting a new standard for efficient and speedy 


| the partitions. Units include desks | paper handling. 
and tables, files, pedestals, etc. in a | Only 50c each or $6.00 a dozen. 


| wide variety of designs and sizes. Order a supply from your stationer 
AMERICAN Steel Partitions, Inc., Jamestown, | TODAY! NY end for one full-size 
CANCER 


N. Y. Several lines of partitions, in- | trial container on your 
cluding flush, panel, and smoke screen business letterhead. 
SOCIETY _ types. All are attached to floor, and, 
if required, to ceiling. Flush type 
. mw ease ; in LEE PRODUCTS CO. 
available in 7’ 254”, 8’ 234”, 9°234", | [EEE “a mes SS Mine 
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Typical of free-standing partition de- 
signs is this installation by Hemisphere 
Steel Products Corp. 


and 102%” heights; panel type in 
heights from 7’ 3%” to 15’; smoke 
screen in same sizes as the other two 
lines. Flush panels from 12” to 48” 
wide; panel types from 16” to 64”. 
Flush partitions are acoustically treat- 
ed; flush and panel types may be all of 
steel or consist of steel and glass or 
acoustical panels. 

Steelcase, Inc., 1491 Division Ave., 
S., Grand Rapids, Mich. The Steelcase 
partition line consists of steel partitions 
with upper sections of glass (clear or 
frosted), or acoustical steel panels. 
The base unit is 42 in, high to per- 
mit the use of counter-height furniture 
with it without its projecting above 
the panel height. Over-all heights are 
42, 57, and 71 in. Panel widths vary 
from 18 to 64 in. Electrified posts can 
be provided. 

Takapart Products Co., 
Turnpike, Freeport, N. Y. 

United States Plywood Corp., 55 W. 
44th St., New York. “Weldwood 
Movable Partitions” are panels with 
fine hardwood face, Weldrok mineral 
core, of flush design, with concealed 
steel connectors. Partitions attached 
over finished floor. Heights: 44, 52%, 
and 85 in.; also ceiling height. One- 
piece ceiling-height units offered. 
Widths from 24 to 48 in. Thickness, 
1% in. Units designed to provide 
sound barrier. Provision made for 
accessible, concealed wiring. Finishes: 
birch, korina, walnut, and other hard- 
woods. 

The Upson Co., Lockport, N. Y. 

Virginia Metal Products, Inc., 
Orange, Va. Line of “Mobilwalls” of 
various types, including those designed 
for office, laboratory, and industrial 
uses. One is a fire wall. Styles in- 
clude flush, semi-flush, and paneled. 
Heights range from 3’ 6” and 5’ 6” 
(railings) to 10’ 2”, with fillers avail- 
able to ceilings. Widths vary from 
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Babylon 


Tools of the Office 


12” to 60”, Partitions are set on floor 
stampings and (where required) en- 
gaged in ceiling runners. Provisions 
for standard wiring. Features include 
doors with adjustable frames, acces- 
sory parts for double glazing, special 
windows, access doors, matching ex- 
terior wall covering, sound control 
features, window embrasures, radiator 
enclosures, etc. 

Weber Showcase & Fixture Co., Inc., 
5700 Avalon Blvd., Los Angeles. Line 
of “Weberwall” partitions made of 
steel or wood. Steel partitions of flush, 
semi-flush, and paneled types, in va- 
riety of sizes and designs, some with 
glass, some without, Most are of ceil- 
ing-height or cornice type. Designed 
to absorb sound. Provisions for elec- 
trical wiring. Wood partitions range 
from low-cost woods to Honduras ma- 
hogany, are of many different sizes and 
designs, some solid, some glazed. 

White Mfg. Co., Hyde Park, Boston, 
Mass. Line of “Unit-Panels,” some of 
flush plywood on wood core, some of 
flush asbestos on wood core. Heights 
range from 40 in, to ceiling heights. 
Widths from 24 to 48 in. Partitions 
have concealed metal fastenings. May 
be wired with flexible cable. Sound- 
proofing available. Optional features 
include various types of pass and in- 
formation windows; units are suffi- 
ciently rigid to permit installation of 
blackboards and the like. 

Wright Mfg. Co., P. O. Box 6567, 


Houston, Tex. 


IASA to meet in Chicago 

The Insurance Accounting and Stat- 
istical Association will conduct its 33rd 
conference at the Palmer House, Chi- 
cago, May 23-25. The conference, in 
addition to covering various insurance 
procedures and techniques, will include 
several sessions on electronic computers 
and data processing equipment. 


Wharton school conference 
planned for June 

The 1955 Wharton School Refresher 
Conference on work simplification and 
measurement in the office and factory 
is scheduled to be held at the Wharton 
School, University of Pennsylvania, 
Philadelphia, from June 20th through 
July first. A special one-week pre-con- 
ference session on basic tools and tech- 
niques will be given from June 13th 
through the 17th. 


Among the subjects to be covered are 
the place of cost reduction and cost con- 
‘rol in management, the relationship of 
all management functions on the cost 
reduction team, integrating the various 
functions into a well-rounded group, 
and an evaluation of top management's 
stake in industrial engineering and of- 
fice systems activity. 

Other discussions will deal with vari- 
ous aspects of simplifying practices, de- 
veloping work measurements, and ob- 
taining employee acceptance. 

The director of the conference is V. 
Donald Schoeller. 


Accounting studies planned 
for young executives 

“The Uses of Accounting in Manag- 
erial Control” is the title of a special 
summer program to be given at the 
Massachusetts Institute of Technology, 
June 14-July 1. 

According to MIT Professor Ernest 
H. Huntress, “the program is designed 
for young executives who have recently 
assumed or are about to assume general 
management responsibilities and who 
have not had formal training or sub- 
stantial experience in accounting.” 

MIT also announced plans for a two- 
week program on the “Fundamentals 
of Inventory Management,” to be given 
June 20-July 1. 


American Ribbon & Carbon 
bought by E. B. Brewster 
The American Ribbon & Carbon 

Co., Rochester, N. Y., one of the oldest 

inked ribbon and carbon paper com- 

panies in this country, has been pur- 
chased by E. B. Brewster, also of Roch- 
ester. Mr. Brewster is president of the 

Rochester Ribbon & Carbon Co., Inc., 

and of Labelon Tape Co., Inc., both of 

Rochester. 

Mr. Brewster will serve as president 
and treasurer of the newly acquired 
company, and Gardner N. Soule will 
be vice president in charge of sales. 
Mrs. Lillian Damon, former president 
of the American Ribbon & Carbon Co., 
and William A. Dechau, former pro- 
duction manager, will also serve in the 
new management. 

The three companies, although they 
will be managed jointly, will retain 
separate corporate entities, 


German plant for Marchant 

Marchant Calculators, Inc., of Oak- 
land, Calif., has announced plans to be- 
gin manufacturing operations in West 
Germany later this year. 
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a THE ONE 


TOP QUALITY 
LINE! 


You do much more than buy good mechanical devices 
when you choose ACE Stapling Equipment! What 
you really do is acquire flawless fastening service for a 
lifetime! * Yes, you'll be happier with ACE Stapling 
Equipment. For ACE gives you a degree of stapling 
service, satisfaction and long life far beyond your 


ACELINER 


expectations. Hi F 
ate : PLE REMOVER You'll fasten and unfasten papers, cardboards, bags, ees 


envelopes and similar objects more quickly and effi- o 


ciently with any one of the famous ACE Staplers 
and the ACE Staple Remover. Ask your dealer to 
demonstrate ACE Stapling Equipment . . the ONE 
complete, Top Quality Line! 


SOLD THROUGH DEALERS EXCLUSIVELY 


® 
mA 
Go eee Purse and Purp oy 


ACE FASTENER CORPORATION, 3415 NORTH ASHLAND AVENUE, CHICAGO 13 


ACE CLIPPER 


CANADA: ACE FASTENER (CANADA) LTD., 6705 UPPER LACHINE ROAD, MONTREAL 28 © 770 DU PONT ST, TORONTO 4 
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1 Installed at soa end of your private telegraph line, tele- 
printers send and receive messages. Anyone who can use ‘* ’ 
: a typewriter can operate a teleprinter, the heart of nearly 


be every system, which permits instantaneous contact 
tk NOW between points where telegraphic connection is desired. 


9 : e ai 4 ; :; - ; ~ : iy 
2 Almost 4,000 Custom-Built Systems are now in use, _— 
ee to the specific communication needs of a 
ific er peor . You may require a system coveri 
es, 


: ousands o connecting branch offices, plants a 


oe wat all over the country . 


| Wi 

; / 
ee 3 «;..o8 your needs may be simpler—requiring only a two- 
4 station system to connect a plant with your main office, 
Hh he or to link two divisions in neighboring cities or states. 
pee 


Either way, chances are you can save time and money 
with a Western Union Private Wire System. 


62 OFFICE MANAGEMENT May, 1955 


at: ak ; 
i & oy ae Bir fe oe s 
. ui , 4; é ee a i 
tk a“ $, . - ig = ai 
= , eS. j Saal Se 
: is taf ‘ re kG x if . a : hi: “ey : 
Tie ee eee CS 
Migs < “Soa % x. as Rd) 
gf : ~~ * % A Pie a0 
I . i bi, 5 
eat. ‘\ " ap) x 
Ky 2 3 ‘| ~ pS 
ay | 
’ ' L i nee 
ih 2 ’. ee Se eS 
Sean ee ‘ i me bier ton” 
uae veo 1 ee 
ie ; ge ¢ = oa 
pA | : 
o - : | 7 
ait eee a ee ae) se eee 
at] a ee a me “tees oo he 5 
gee: EE ne 
, £ ge “ 6 , a eee eae ‘ , 
ie pe —— le aes Wa og OS 
, 
4 ) 
t? 
bea 
res 
ai 
8 
a ¥ 
pes 


If you are spending © 
i more than $75 per month 
Sea fy for communications, 


both oral and written, between any two 
points, ask yourself these questions: 


* ° 4 “ E 
tT at = aie 


4 In large systems, message traffic is channeled through this 
ingenious electronic “‘control center.”” Pushbutton opera- 


‘¢ \ tion permits one attendant to handle and re-route a ”, Would instantenceus, contiaveus totaganphle — 
tremendous volume of traffic per day ...directly to tact between any two or more points—branch 
any and all points in the system. offices, warehouses, plants, etc.—add to the 


speed, ease and efficiency of present operations? 


e Will a permanent, printed record of all incoming 
and outgoing communications make for a more 
orderly handling of the company’s business? 


e Has today’s trend toward “decentralization” of 
; ee R business multiplied our own « icati 
melhor a problems? 


© Should we take advantage of volume purchasing 
of ¢ ications, as we do in most other . 
business items? ‘ 


If your answer to any of these questions is “‘yes,” it will 
pay you to investigate the efficiency and economy of a 
re Western Union Private Wire System. For more complete 
FOS igs . Be. i “a information on what such a system can do for your 
te Sean Ba <a : business, wire collect for our new booklet covering all 
types and applications of private wire communications. 


5 Medium-size systems use a semi-automatic routing cen- 
ter. Incoming messages, on tape, are picked up by the 
attendant who notes the destination and places the ta et 
in the correct sending slot. A push of a button speeds No cost or obligation. 
message on its way. 

FREE BOOKLET will give you the necessary facts to 

evaluate private wires and their possible applications to 

your business. 


om eww were 


( | 
+ WIRE COLLECT } 


t FOR YOUR + uct hand 
| COPY TODAY. } your secretary. 


— 

— 

= 
=. 


PRIVATE WIRE SERVICES, DEPT. OMS 
WESTERN UNION TELEGRAPH CO. 
60 HUDSON STREET, NEW YORK, N. Y. 


Please send, without obligation, 
copy of Private Wire Booklet. 


6 In addition to handling general messages, all types of Neme. 
business paper work such as orders, tabulations, account- ‘* as 
i records, inventory forms, may be sent over your — Title. 
private telegraph system . . . greatly increasing its value Addre 


to company operation. 
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NEW 
Master Paper for 


Direct Copying 
Machines 


gives you the 
clearest, sharpest 


copies yet! 


FAGLE-A 
TRANSLUCENT 
BOND 


ideal master paper for Bruning, 
Ozalid, Pease and other direct-print 
machines. With Eagle-A Translucent 
Bond as your original sheet, you can 
get better copying results every time. 
The improved translucency of this 
new master paper gives you cleaner, 
unclouded copies of records and forms. 


High in quality, low in cost! Made of 
selected fibers, Eagle-A Translucent 
Bond has a smooth surface excellent 
for writing, typing or printing . . . and 
strong durability. You'll want to test 
its quality, compare its low cost. Avail- 
able through Eagle-A distributors. 


By the makers of Coupon Bond 
and other Eagle-A Business Papers 


Clip this coupon to your letterhead 


AMERICAN WRITING PAPER CORPORATION 
HOLYOKE, MASS., DEPT. O 


Send ree packet of Eagle-A Translucent Bond 
with printed samples and blank test sheets: 


Gia cos co pe ms os a 


z 


Books and Pamphlets 


Accounting Theory 


The Handbook of Modern Account- 
ing Theory has been published by 
Prentice-Hall, Inc., 70 Fifth Ave., New 
York. This 620-page volume, edited by 
Morton Backer of West Virginia Uni- 
versity, contains extensive studies on 
many aspects of accounting theory by 
more than twenty authorities in the 
field. 

It was written, according to its pref- 
ace, “to familiarize its readers with the 
major areas of controversy in account- 
ing and to evaluate the relative merits 
of related proposals which have re- 
ceived or deserve serious considera- 
tion ,... 

“The authors have not hesitated to 
express their personal viewpoints to- 
ward contentious subjects but have 
carefully refrained from ignoring or 
underemphasizing contrary _ beliefs. 
Frequent references have also been 
made to the pronouncements of the 
American Institute of Accountants and 
the American Accounting Association. 
The book is thus intended to be pro- 
vocative and stimulating as well as 
informative.” 

The ‘nature of the book is indicated 
by the following chapter headings: 

“Accounting Theory and the Ac- 
counting Profession” (introduction to 
the volume), by Robert E. Witschey, 
membex of the Executive Committee, 
American Institute of Accountants. 

“The Historical Background of Ac- 
counting,” by Maurice E. Peloubet, 
past vice president and treasurer, AIA. 

“Economics and Accounting,” by 
John T. Wheeler, associate professor, 
University of Minnesota. 

“Law and Accounting,” by Bernard 
F. Magruder, consulting professor, 
Wayne University College of Law. 

“The Influence of Administrative 
Agencies on Accounting,” by William 
L. Werntz, past chief accountant, Se- 
curities and Exchange Commission. 


“Professional Ethics in Accounting,” 
by John L. Carey, executive director, 
AIA. 

“The Education and Training of 
Accountants,” by Oswald Nielsen, 
professor of accounting, Stanford Uni- 
versity. 

“The Development of Accounting 
Principles by Accounting Societies,” by 
E. L. Kohler, past president, American 
Accounting Association. 


Wouldnt you 
like samples 
of the worlds 


You'll find 


MIRADO 


Smoother, 
Stronger, 
longer-lasting 
.-the most 
efficient your 
office can use 


Are you using the right degree of 
lead for each job? Write on your 
letterhead for free samples of 
MIRADO 

No. 1 (Soft) 

No. 2 (Medium Soft) 

No. 2% (True Medium) 

No. 3 (Medium Hard) 

No, 4 (Hard) 


EAGLE PENCIL COMPANY 
Department E-5 

703 East 13th Street 

New York 9, N. Y. 
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“The Thundering Herd” 


Keep the eoffee-bteak in your control 


Stampede on the 25th floor! It’s 
a fact that in many office build- 
ings, elevator traffic reaches its 
peak at 10 A.M., the time for the 
“coffee-break”. Rudd-Melikian’s 
Kwik-Kafé system puts an end 
to this widespread loss of time 
and efficiency. 


Employees take their “‘coffee- 
break” right in the office or 
plant, without leaving their work 


and lost time is cut to 
the minimum. 


area, 


Rudd-Melikian, Inc. is the leader 
in the field of “‘coffee-break”’ con- 
trol, installing and servicing 
dependable dispensing machines 
that supply delicious Kwik-Kafé 
coffee and leading soft drinks at 
no cost to management. 


There is a Rudd-Melikian dealer 


RUDD-MELIKIAN, INC. 


Ce@eseatoeres. Get 
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AN 


INDUSTRY 


in most principal cities. Contact 
him, or write direct to us. 


You don’t have complete 
control unless g 
you have 
Kwik-Kafé. 


Rudd-Melikian, Inc., 

1949 N. Howard St., Phila. 22, Pa. 

Gentlemen: 

{_] Please show me how to control 
the “coffee-break” with R-M 
dispensers. Booklet OM 1. 


_———————— | 
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Books and Pamphlets 
(Continued) 


“Determination and Measurement of 
Business Income by Accountants,” by 
Morton Backer, associate professor of 
accounting, West Virginia University, 
and editor of the book. 

“Fluctuating Price Levels in Rela- 
tion to Accounts,” by Edward B. Wil- 
cox, past president, AIA. 

“Cost and Value Concepts,” by 
Lawrence J. Benninger, professor of 
accounting, University of Missouri. 

“Valuations of Inventories,” by S. 
Paul Garner, head of the Department 


of Accounting, University of Alabama. 

“Asset Cost and Expiration,” by Carl 
T. Devine, professor of accounting, 
University of Southern California. 

“Corporate Stock Equities,” by Wil- 
liam J. Vatter, professor of accounting, 
University of Chicago School of Busi- 
ness. 

“Trends in Preservation of Financial 
Statements and Reports,” by C. A. 
Moyer, head of the Department of 


Accountancy, University of Illinois 
College of Commerce. 
“The Development of Auditing 


Standards,” by Edward A. Kracke, 
member of the Executive Committee, 


AIA, 
“The Responsibilities of the Internal 


fine rag boxed|typewriter-papers for 


> 
perman 


oc 


-prestige.<. strength 


are 


For ideas worth keeping—reports, letters, agreements, 
surveys and permanent or semi-permanent records—use 


paper made from rags. 


Neenah Boxed Typewriter Papers are available with from 
25% to 100% rag content to give you whatever degree 


of permanence you require. 


They are tub-sized and air-dried for a more luxu- 


rious typing surface. They are brilliantly blue- 
white for added prestige. Ask your stationer 
for Neenah, the finest in boxed type- 


writer papers. 


Neenah is America’s most com- 
plete line of fine business 


papers. 

Old Council Tree Bond... .. .100% rag 
Seccess ¥Bend so cvccccecossvecs 75% rag 
TS ee rere 50% rag 
ee 25% rag 
Old Council Tree Onionskin. .100% rag 
Success Onionskin.......... 75% rag 
Neenah Onionskin.......... 25% rag 


Finishes—bond and cockle 


Weights—substance 7,9, 13, 16,20 and 24 
Sizes—8% x 11; 8% x 13;8%x 14 
Neenah is also available ream wrapped. 


NEENAH PAPER COMPANY 


Neenah, Wisconsin 


“nap 


Auditor,” by Earle H. Cunningham, 
general auditor, General Motors Corp. 

“Accounting and Management,” by 
Howard C. Greer, past president, 
AAA. 

“The Accountant’s Part in Labor 
Relations,” by Ernest Dale, research 
consultant, American Management 
Association. 

“Trends in Governmental Account- 
ing,” by‘ Robert Phillip Hackett, Asso- 
ciate Dean of Commerce, University of 
Illinois, Chicago Undergraduate Divi- 


sion. 


“The Future of Accounting,” by 
Maurice H. Stans, past vice president, 
AIA. 


The Handbook is priced at $9.25. 


Sales Reports and Forms 


Report Forms and Procedures for 
Successful Sales Administration is the 
title of a new publication of the Ameri- 
can Management Association, 330 W. 
42nd St., New York. This special re- 
port contains six papers: 

(1) “The Role of Reporting in Sales 
Management,” by Ray R. Eppert, exec- 
utive vice president, Burroughs Corp. 

(2) “Getting Full Information from 
the Field,” by C. M. Dick, Jr., vice 
president in charge of sales, A. B. 
Dick Co. 

(3) “Sorting the Facts: The Chief 
Sales Executive’s Responsibility,” by 
John L. McConchie, director of sales, 
The Kendall Co. 


(4) “Information from Other De- 
partments,” by Robert L. Gibson, gen- 
eral manager, Chemical and Metal- 
lurgical Division, General Electric Co. 

(5) “Lines of Communication with 
Top Management,” by William H. 
Frank, president, BullDog Electric 
Products Co. 


(6) “Reporting Back to the Sales 
Force,” by R. H. Whidden, vice presi- 
dent in charge of sales, W. A. Sheaffer 
Pen Co, 

Numerous types of forms which may 
be used to provide concise and effective 
presentation of sales data are illus- 
trated. 


Office Reference Book 
The Office Encyclopedia, in pocket 


| book form, is a paper-backed 500-page 


| 
| 
| 


| 
} 


guide to office procedures, including 
correct English usage, proper office 
practice, and basic business procedures. 
It contains such subjects as instructions 


/on the operation of office machines, 
| mail handling, bookkeeping, filing, ad- 
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DEPENDABLE 


Consider the advantages of producing 
sharp, accurate copies of originals up to 
26” wide right on your own premises 
...at a moment's notice. Whether they're 
printed or typed sheets, sketches, draw- 
ings or charts, colored or black on white, 
one or two sides... it makes no differ- 
ence! Transcopy copies anything...on 
white or any one of five colored papers 
...even card stock. 

You do NOT need a darkroom and 
there is no plumbing, wiring or special 
installation. Place Transcopy on a con- 
venient desk or table...in ordinary 
lighting. Plug into any standard elec- 
trical outlet and it’s ready to produce as 
many finished copies as you need... in 
record time. It’s so very simple to oper- 
ate, anyone can quickly make positive 
prints of the highest quality. 


on-the-spot copres+** 


Confidential records need never leave 
your premises when it is necessary to 
make copies of them. 


You'll eliminate the delay and ex- 
pense of sending out for commercial 
photocopies. 
Busy personnel will be freed from 
time-wasting manual copying 
assignments. 


Copies of important originals can be 
produced instantly and circulated to 
all interested parties. 


In minutes, you can jot notes on let- 
ters to be answered .....return a copy 
to the sender and file the original. 


Uses for Transcopy are almost un- 
limited in all types of businesses, 
services and organizations. 


SEND TODAY FOR FREE BROCHURE P344 


Room 1530, 315 Fourth Avenue 
New York 10, N. Y. 


1 want the FREE Brochure 
P344 describing TRANSCOPY 


NAME &@ TITLE 


A 


CITY. ZONE STATE 


67 


a # 
+ . ‘ 
( 
: ij 
op ee 7 i 
‘ i isa - a a xf 
+ ie a 2 Seera i P 
of Te sake mn 
ee, Sed Poets & tag ik 
A fit PN eee A 
. ’ : 2 ‘tiles 
. — ~ 4 ? 7“ 
ww iad y a \ 
: nn S| ’ ‘. be q 
; < , % 4 aca Bs anager hs ees. SE / -. o” 6 i.” . ‘ 
a \ ; is ; a ee a” _ as am vf f 
ih ie ts ret + oy Ne 4 
a : Pe ty 2 *% ” 
Ne ‘ 
ae oF @ Fe "4 | 
ALL-WAYS/ Iii ~~ 7 
+. 4 | 
r uick a a ae 
for 4 : ft 
4 as { 
a 
. : Sy. 
eae 
ie 
om { 
. f Py 
. a 
| | Be { 
t ) % , 
Se ‘i 
A { 
a + ; 
A. 
mm mn a a ee ee a ae ee ee ee a ill 
= = aon } ao 
l SPUR ! : 
7 Ei 
i 2 
siciisiiesanj cats mnbidairais ten tie aban nivaadle takdieh wine aaah threats mp cetalhl Dhaeine aie ke q 
ns. ae = a 
a 


faa 


New Booklet tells of... 


160 Ways 
to Use 
AUTOMATIC 
TYPING | 


It’s no secret that individually 
typed letters bring better re- 
sults. But hand typed letters 
can become very expensive 
when used in volume for 
routine correspondence or 
direct-mail selling. 


Automatic typing of personal- 
ized letters by Auto-typist 
equipment is the economical 
solution. Just how automatic 
typing can be used to cut 
costs and increase returns is 
contained in the 16-page 
booklet, “How to Use the 
Auto-typist.” Present appli- 
cations by business, industry 
and institutions are listed 
along with comments on the 
equipment. Fill out the cou- 
pon to receive your copy, 


World's Largest Manufacturer of 
Pneumatic Typing Machines 


gueaaes mea i eer er ec ce er ccs cra sa == es eee =— 
AMERICAN AUTOMATIC TYPEWRITER CO. 

Dept. 145 

2323 N. Pulaski Road, Chicago 39, Ill. 


Gentlemen: 


Please send me a copy of ‘‘How to Use the 
Auto-typist.’’ 


Name 

Company & Title 

Address 

City Zone. State 
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Books and Pamphlets 
(Continued ) 


vertising and publicity, postal rates and 
regulations, insurance, mathematical 
tables, legal and financial terms, and 
others. 

The book is edited by N. H. and 
S. K. Mager. It is published by Pocket 
Books, Inc., 630 Fifth Ave., New York, 
and is priced at 50 cents. 


New Shorthand Manual 


The second edition of the Gregg 
Shorthand Manual Simplified has re- 
cently been published by the McGraw- 
Hill Book Co., Inc., 330 W. 42nd St., 
New York. 

The word outlines are those used in 
the simplified Gregg system, which was 
introduced in the first edition in 1949. 
These have been retained without 
change, and new features have been 
added to make learning and teaching 
easier. 

The book is by John Robert Gregg, 
Louis A. Leslie, and Charles E. Zoubek. 
It is priced at $3.25. 


Training Computer Personnel 


Proceedings of the First Conference 
on Training Personnel for the Comput- 
ing Machine Field is now offered by 
the Wayne University Press, Detroit, at 
a price of $5, The volume contains the 
majority of the papers presented at the 
conference, which was held at the uni- 
versity last June 22 and 23. It is edited 
by Arvid W. Jacobson, associate pro- 
fessor of mathematics and director of 
the Computation Laboratory at Wayne. 

The general subjects covered are 
manpower requirements in the compu- 
ter field, educational programs, the in- 
fluence of automatic computers on tech- 
nical and general education, and co- 
operative efforts for training and re- 
search. 


Bases for Industrial Relations 


The Industrial Relations Section of 
the California Institute of Technology, 
Pasadena, Calif., has published a study 
called Bases For Industrial Relations, 
by Waldo E. Fisher, professor of indus- 
trial relations at the University of Penn- 
sylvania’s Wharton School of Finance 
and Commerce. 

The scope and conclusions of the 
essay are indicated by the following 
quotation from its summarizing final 
section: 


You get sharper, 
faster copies from 
your DIRECT PRINT 
COPY MACHINE 


when the MASTER SHEET is 


Here’s news: a special type of Patapar 
Vegetable Parchment scientifically de- 
veloped for direct print master sheets. 
Exceptionally clean, even texture and 
correct translucency permits intense 
vertical transmission of ultra violet 
light. The result is speedier operation, 
uniformly clear copies . 
glowing satisfaction. 

Patapar Translucent Parchment 
has a perfect surface for printing 
with opaque or regular inks. And 
you'll like the way it takes typewrit- 
ten copy, pen and pencil entries, 
artists’ sketches or drawings. 


.. and your 


Cost? Patapar Translucent 
Parchment doesn’t cost 


—it pays! 


Write for brochure of samples. Name 
of nearest distributor on request. 


Paterson Parchment Paper iets 
Bristol, Pennsylvania 
West Coast Plant: 
340 Bryant St., San Francisco 7 
Sales Offices: New York, Chicago: 
: Headquarters for Vegetable Parchment since 1885 : 
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“Events in recent decades have 
brought about important changes in 
the thinking of the American people. 
The Federal government has discarded 
its ‘hands off policy’ and has assumed 
the responsibility of protecting its cit- 
izens against social and industrial risks 
which are beyond their control. It has 
guaranteed them the right to join 
unions and bargain collectively. To- 
day about one out of four persons in 
the labor force and one out of three 
employees who might be organized by 
labor unions are enrolled in the labor 
movement, 


“During these years the dignity of 
the individual, personal freedom, and 
democratic values and processes have 
been given increased attention. Power- 
ful economic groups, each motivated by 
self-interest and seeking to achieve the 
personal goals of its members, augment 
conflicts of interests and loss of har- 
mony, and sometimes interfere with 
the effective functioning of our eco- 
nomic system. Notwithstanding these 
changes, past dogmas and habits linger 
on in the field of labor and industrial 
relations. Attitudes, policies, and pro- 
cedures have failed to keep abreast of 
new concepts and new conditions. 


“In formulating a broader approach 
to personnel and labor issues, the in- 
sights and findings of the social sci- 
ences should be utilized. Such action 
is desirable because people—either as 
individuals or members of groups—are 
both the focal point in labor and in- 
dustrial relations and the raw material 
of these sciences. We are over-special- 
ized and over-departmentalized. No 
single area of specialization can deal 
effectively with the complex problems 
relating to human motivation and be- 
havior. The pressing need today is for 
interdisciplinary thinking that will pool 
the knowledge and experience of other 
disciplines and stimulate the use of re- 
search methods and techniques best 
suited to analyze and, where possible, 
to solve the many problems created by 
the process of working and living to- 
gether.” 

Bases For Industrial Relations is of- 
fered by the California Institute of 
Technology at a price of $1.50. 


AMA schedules management 
conference in New York 
A “Top Management Conference” 
has been scheduled to be held at the 
Hotel Roosevelt, New York, May 23- 
25, by the General Management Di- 
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vision of the American Management 
Association. 

The conference will cover such sub- 
jects as “Progress and Prospects in 
Automatic Production,” “Develop- 
ments in Computer Applications to 
Management Problems,” “Technolog- 
ical Development and Management,” 
and a panel discussion entitled, “De- 
fining Horizons for Company Plan- 
ning.” 

Also scheduled are discussions of 
“Long-Range Planning: New Dimen- 


sions and Established Principles,” “Or- 
ganization for Industrial Change,” 
“The Impact of Automatic Production 
on the Company Organization,” “Set- 
ting a Philosophy and Program for 
Growth,” “Growth by Acquisition,” 
“What It Takes to Make Diversifica- 
tion Work,” “Budgeting Capital Ex- 
penditures,” “Developing Patterns in 
Management,” and “Widening the 
Scope of Management Development.” 

The AMA has its headquarters at 
330 W. 42nd St., New York. 
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HERE’S HOW Scnintomatic HELPS A PUBLISHER 


Scriptomatic Can Help You, Too 


- « « to Mechanize Billing Control on Customers 


A Book-Club with several millions of 
customers is using the Scriptomatic 
system to prepare invoices and ad- 
dress promotional material. A Scripto- 
matic master card is prepared and 
punched to accommodate all information 
on club members. The Scriptomatic ad- 
dresses a duplicate punched card from 
the master which serves as an invoice 
and an address to carry the book to 
the customer. When invoice card is 
returned with payment it is very quickly 
sorted into the same file order as 
master record because it has been 
originally prepunched from the master. 
Receipt of payment information is re- 


corded on the master by file clerk 
using a hand punch. Pilot holes in master 
insure accuracy of punched record. 


By combining a tabulating machine 
card with the Scriptomatic addressing 
medium you, too, can get the advan- 
tage of high speed selectivity of all 
types of statistical data, eliminate 
cross-files and second lists, and lower 
your costs for masters. Scriptomatic 
masters are prepared more rapidly 
with standard office equipment . . . and 
the Scriptomatic Addressing Machine 
gives you high speed addressing of a 
wide range of materials, including 
mailing tapes. 


After typing,complete tab card masters are die cut 
on Standard Register Die Cutter. At same time a field 
of pilot holes is punched in the payment record crea 

to facilitate use of hand punches at the file. 


at no obligation, if Scriptomatic can 
improve your specific procedures. 


SCRIPTOMATIC INC. 
316 North lth Street, Philadelphia 7, Pa. 
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revolutionary 
new stencil 


duplicator / 


IWIN 
CYLINDER 
PRINTING 

SYSTEM 


Produces Amazing Print-Like Results ! 


a 
G, leAner 
World's first and largest manufacturer 
of stencil duplicating equipment 


The World-Famous GESTETNER employs 
the principles of the modern printing press. 
The old fashioned method of liquid ink, 
pads, brushes, cans ... and the single hollow 
drum, have given way to the scientific twin- 
cylinder system with paste ink, automatically 
and uniformly distributed by ink rollers. 
The amazing print-like results will change all 
your previous ideas of what stencil duplicat- 
ingcando...!And... the most fastidious 
office girl will delight in operating this com- 
pletely simple, automatic duplicator. It is 
silent, smooth and CLEAN . . . blending in 
with the most modern office furnishings, 
Yet ... a GESTETNER costs no more than 
standard duplicating equipment... ! 

The coupon will bring complete details 


Ll lellelalatelataletalallatalatstatstasballatttbtttelel- 
GESTETNER DUPLICATOR CORP. 

50 McLean Avenue 

Yonkers 5, New York Dept. 8! 


Please send a copy of “30 Ways to Get the 
s Most from Your Duplicator.” 


Name 
Address 
Company 
4 City: State. 
ssn sas 
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PARTS AND SERVICE 
FROM COAST TO COAST, 


People in the News 


THE GRAY MFG. CO. has announced 
that Brigadier General Frank L. How- 
ley, USA (Ret.), has been named a 
director of the company. General 
Howley, who retired from the Army 
in 1949, is vice chancellor of New York 
University, 

In his new function, he joins another 
retired Army officer, Major General 
Kirke D. Lawton, who was named a 
director of the company late last fall. 


THE FRIDEN CALCULATING Ma- 
chine Co., Inc., of San Leandro, Calif., 
elected the following officers at its re- | 
cent stockholders’ meeting: Walter S. | 
Johnson, president; John M. Lund, 
chairman of the executive committee; 
Stanley M. Friden, Philip R. Samwell, 
Larry B. Taylor, and Dunstan S. Gross, 
vice presidents; Charles T. Gruenhag- 
en, secretary-treasurer; Harry M. Bill- 
ings, assistant secretary; and Victor C. 
Berds, assistant treasurer. 


Messrs. Johnson, Lund, Friden, Sam- 


well, Taylor, Gross, and Gruenhagen 
were also chosen to serve as directors. 
Other directors elected were Jack B. 
Lewis and Alberta Hawthorne. 


JOHN M. KUHN has been promoted 
to the post of vice president in charge 
of sales of the General Binding Corp., 
Chicago. Mr. Kuhn has been with the 
company since 1951; previously, he was 
in the Chicago sales department of the 
Dow Chemical Co. 

It was also announced that Roy W. 
Newman, who has been chief account- 
ant for the company, has moved up to 
the position of vice president and 
treasurer. He served as senior auditor 
for Arthur Andersen & Co. before join- 
ing the company in 1952. 


STANLEY G. HAYNES has been ap- 
pointed controller of Acme Carbon & 
Ribbon Co., Ltd., of Toronto, a wholly- 
owned subsidiary of Burroughs Corp. 


EDWARD T. FREEL has been named 
a vice president of Leahy & Co., con- 
sultants on paperwork, records storage, 
and records management. Previously 
he had been sales manager of the Micro- 
film Div., Remington Rand Inc. He 
has also been active on the Paperwork 
Management Task Force on the Com- 
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Detter, 
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Here is a new photocopy system so 
simple, adaptable and compact it can be 
used as standard office equipment. 


Designed by Peerless to operate with 
famous “‘Bright-Light’’ papers, it gives 
perfect black-and-white copies of any 
original in any bright office light; even 
when fluorescents are used. 


Anyone can operate this new photocopy 
system. Controls are simple, settings are 
not critical. A new rheostat gives step- 
less control of light density. An oversized 
fluorescent tube spreads the light evenly, 
eliminates darkened areas at the edges 
of even the widest copies. And anyone 
can maintain the new Dri-Stat All normal 
maintenance can be done without tools. 


Get additional information on this suc- 
cessful and practical photocopy system 
that will operate in four or five times as 
much light as other photo transfer proc- 
esses. It will reduce your clerical costs 
and increase your office efficiency. Write 
to Peerless Photo Products, Inc., Shore- 
ham, Long Island, New York, or call your 
nearest Peerless distributor. 


PEERLESS 
a) ae 
DRI-STAT 


May, 1955 
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mission on Organization of the Execu- 
tive Branch of the Government, known 
popularly as the Hoover Commission. 


INTERNATIONAL BUSINESS Ma- 
chines Corp. has announced several ap- 
pointments: 

Dr. Cuthbert C. Hurd has been 
named director of electronic data proc- 
essing machines, in which post he will 
coordinate all of the company’s engi- 
neering, manufacturing, and product 
planning activities in the electronic 
data processing field. Dr. Hurd has 
been director of IBM’s applied science 
division since its establishment in 1949. 

Jay W. Schnackel has been promoted 
to the post of vice president in charge 
of manufacturing. Mr. Schnackel, who 
joined IBM in 1937, previously was 
general manager of the company’s En- 
dicott, N. Y., plant. He is succeeded in 
that post by Arthur L. Becker, former 
assistant general manager. 

Thomas E. Clemmons, who has been 
associated with the company since 
1927, has been named sales manager 
of the electronic data processing ma- 
chines division. 


FOLGER FELLOWES has become 
president of the Bankers Box Co., Chi- 
cago. He has been with the company 
for 21 years. He succeeds his father, 
H. L. Fellowes, who will remain ac- 
tive in the company as chairman of the 
board, a newly created position. 


CLARENCE B. SAMPAIR has been 
elected to the board of directors of the 
Minnesota Mining & Mfg. Co., filling 
the vacancy created by the death of 
Richard P. Carlton in June, 1953. Mr. 
Sampair is vice president in charge of 
production and industrial relations; he 
is also president of the company’s inter- 
national division. 


CHARLES W. SCHREIBER, vice | 


president in charge of sales, Yawman & 
Erbe Mfg. Co., has been named execu- 
tive vice president. Mr. Schreiber has 
been with Y & E for more than 25 
years. At the same time, Merland G. 
Hamm was promoted to the post of 
assistant secretary and assistant treas- 
urer, 


JOSEPH W. VAN CAMP has been 
named comptroller of the Parker Pen 
Co., Janesville, Ohio. He moves to this 
post from that of budget director. 
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The rather tactless approach used by 
the salesman above is apt to earn him 
multiple abrasions and contusions, 
for the harried executive is obviously 
in no mood for levity. 

Yet the executive, burdened with 
the menial task of hand-signing 
checks while more important matters 
pile up, could profit from what the 
salesman has to say. 

The salesman is there to talk about 
Cummins Automatic Check Signers, 
which could whip through all the 
checks in minutes — and register the 
executive’s perfect signature on ev- 
ery check. 

A Cummins Check Signer could 
save the executive hours of chore 
time, give him more time to do the 
really important job of verifying the 


Cummins 270 Check Signer automatically 
signs, dates, protects up to 450 checks a 
minute. Small advertisement or company 
slogan can be printed simultaneously. 


amounts and authenticity of the 
checks. 

A Cummins Check Signer could 
let him delegate the signing task to a 
lesser paid employe, yet maintain 
absolute control over his signature 
through 4-way lock and key safety. 
In fact, a free insurance policy is 
given with each machine as added 
proof that there’s nothing safer than 
a Cummins-signed check. 

For full information on this busi- 
nesslike way of signing checks, mail 
coupon below. 


IN BUSINESS AND BANKS @ SINCE 1887 


OUMmmMmimns 


CUMMINS BUSINESS MACHINES 


Cummins 
Business 
Machines 
sales and 
service offices 
in principal 
cities 


Name 


City 


Nome of Business 


Division of Cummins-Chicago Corp. 
Dept. OM-55, 4740 N. Ravenswood Ave., Chicago 40, Ill. 


Please send me full information on Cummins Check Signers 


Address of Business 


State 
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NEW Desk lex aaelittear 


Reg. U.S. Pot. On, 


INCREASES 
OFFICE EFFICIENCY 


Amazing one unit 
memo organizer. 
“never forgets to 


RS rs 


r r. 
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Size: 5” x 10° 


The single Expaditer unit replaces all mis- 
cellaneous paper cluttering up the 
organizes important memos and notes in 
one place. Speeds work through! Saves 
Time! Unit holds 400 slit-apart memos (per- 
forated at top), up to half year's use. 
Discourages wasting costly stationery and 
forms for scribbled notes. Pays for itself in 
efficient .cost-cutting operation. Put an 
Expaditer on every employee's desk and 
see for yourself! 


Only $8.10 per doz. (minimum order) 
Send No Money! We'll Bill Youl 


SATISFACTION ASSURED 
(Est. 1937) 


Goodyear Printing & Stationery Co. 
270 Lafayette St., Dept. FM-5, N. Y. 12, N. Y. 


Exclusively Sold By 


Combine the 


VISUAL <= 


with the © 
ORAL & 


_ for better ™ 
communication _ 
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Oravisua! All Purpose Portable Easel 


Replaces blackboard, Uses large, modern paper 


pads. This versatile all aluminum easel is also 
equipped for large cardboard charts or turn- 
over charts. Strong yet light in weight. Folds 


in a jiffy for easy portability or storage. Thousands 
in ~ - big business—everywhere, Other models 
avaliable. 


Write for free 16-page illustrated catalog. 


ORAVISUAL COMPANY, INC. 


Factory and General Office 
Box 609, Station A St. Petersburg 2, Fia. 
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People in the News 
(Continued) 


THE OLD TOWN CORP. has an- 
nounced the election of George A. 
Rentschler and Dante E. Broggi as 
directors. Mr. Rentschler is board 
chairman of Baldwin-Lima-Hamilton 
Corp., manufacturers of locomotives 
and heavy machinery; Mr. Broggi is 
president of the Neptune Meter Co. 


THE WOOD OFFICE Furniture In- 
stitute recently elected the following 
officers: president (re-elected), Sterling 
Lord, vice president of the Leopold 
Co.; vice president (re-elected), Ra- 
phael Blessinger, of the Jasper Desk 
Co.; treasurer, Ralph F. Schneider, of 
the Indiana Chair Co. V. L. Gutz- 
weiler, of the Hoosier Desk Co., was 
re-elected as a member of the executive 
committee, and T. R. Pitts, of the 
Myrtle Desk Co., was also elected to 
the executive committee. 


GEORGE W. OLIVER, formerly vice 
president and general manager of 
Thomas Collators, Inc., New York, 
has been named president of the com- 
pany. Mr, Oliver has been with the 
company since 1949, when he joined it 
as sales promotion manager. He is also 
the immediate past president of the 
Office Executives Association, New 
York Chapter of the National Office 
Management Association. 


HAROLD S. MINER has been named 
a director of the Gray Mfg. Co., New 
York. Mr. Miner is a vice president of 
the Manufacturers Trust Co., of New 
York; he is in charge of its spectacular 
new branch at Fifth Avenue and 43rd 
St. In addition, Mr, Miner is treasurer 
and a director of CARE. 


RAYMOND F. COPES has resigned 
as general manager of the Controllers’ 
Congress of the National Retail Dry 
Goods Association to accept a position 
as controller of Meier & Frank Co., 
Inc., Portland, Oregon. Previously he 
had been with J. N. Adam & Co., Buf- 
falo; Butler Brothers, Chicago, and the 
Firestone Tire & Rubber Co. He is 
also chairman of the sub-committee 
Task Force on Paperwork of the 
Hoover Commission, a member of the 
faculty of New York University, and 
director of research of the Controllers’ 
Congress Research Committee, 
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QUALITY $ 


@ WE ADMIT WE'RE PAINSTAKING about - 
even the smallest details of every desk that 

wears the “ID'’ trade-mark. For exactly 50 

years, this Indiana Desk symbol has been ac- 

cepted by American businessmen as a gvar- , 
antee of excellence. Careful selection of woods 

and skilled woodcrafting have kept Indiana 

Desks the standard of value. We intend to 

keep it that way .. . always. 


Don't settle for less than proved- 
quality desks — the kind you'll 
find at your nearest Indiana Desk 
—— Co., Inc. dealer's. Write right 
now for his name. 


indéana desk co. ine. 
JASPER, INDIANA - U.S.A. 
OUR SOTH YEAR OF SERVING AMERICAN BUSINESS 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


COFFIELD 
EVERLASTING 


CHART 


EASY TO CHANGE 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. It’s that simple! 


* Sizes to Fit Any Organization Structure 

* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

¢ All Parts Are Movable and Re-usable 

* Solves Your Chart Problem Forever 
Write for Free MUlustrated Folder 

with Price Schedule No. OM-5 
MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, ILL. 
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pA ESTED 


“at 100 TIMES: 
NORMAL SPEED. 


- foassure 


. perfect register - 
@ free-flow feeding 


@ accurate alignment | 


LITHOSTRIP 
FORMS 


run unattended 


Naturally, you won’t ever run your forms at 
this speed! But PRE-TESTING under ab- 
normal conditions assures you of positive 
operation of the forms we design for your 
requirements. Even when used on tabulators, 
teletypewriters, automatic typewriters with- 
out constant attendance of an operator, 
American Lithofold forms run smooth, true, 
fast! 


Which type meets your needs best? 

@ LITHOSTRIP 
the most efficient continuous 
form ever devised 

* 
for fanfold machines 

@ LITHOSET 

carbon-interleaved single sets 


TEST their accuracy on your 
own machines... 


Write today for free samples! 


500 BITTNER ST. ST. LOUIS 15, MO. 
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People in the News 
(Continued ) 


THE A. B. DICK CO. of Canada, 
Ltd., has announced three executive 
changes: 

Angus E. Wood has been elected 
executive vice president and also a 
director. 

A, B. Dick Ill, formerly president, 
will be chairman of the board of di- 
rectors. He is also president of A. B. 
Dick Co., Chicago, the parent com- 
pany. 

C. Mathews Dick, ]r., moves up to 
the presidency. He serves also as vice 
president in charge of sales for the 
parent organization. 


Association News 


THE RECORDS Management Asso- 
ciation of New York held its monthly 
dinner meeting on March 14th at 3 
West 51st St. The evening’s speaker 
was Arvid Friberg, Administrative As- 
sistant, Long Island Lighting Co., 
whose subject was “The Establishment 
of a Records Management Program at 
the Long Island Lighting Co.” 

Meeting again on April 11th, the As- 
sociation heard a discussion of “How 
Records Management Has Paid Off for 
American Radiator and Standard Cor- 
poration,” by Robert Gallant, Manager 
of Procedural Planning for that com- 
pany. 


THE OFFICE MANAGEMENT As- 
sociation of Chicago held its March 
luncheon meeting on the 31st at the 
Morrison Hotel. Prof. Robert L. Peter- 
son, of the University of Illinois spoke 
on the retirement age and opportuni- 
ties to utilize the services of older 
workers. 


THE OFFICE EXECUTIVES Associ- 


ation of New York met for a luncheon 
meeting on April 6th at the Masonic 
Club. The featured speaker was Miss 
Bertha Weeks, Director, Records Con- 
trols, Inc., whose subject was “Planning 
for Record Programs of the Future.” 
At the dinner meeting, held on April 
20th at the Hotel Belmont Plaza, Leta 
J. Stroben, of the Records Planning 
Div., Shaw Walker Co., and George 
Tisdale, secretary, Commercial Union- 
Ocean Insurance Group, discussed “The 
Elements of Employee Training.” 


How your secretary 
will save... with 
Verifax copying 


(0 You'll seldom have to dictate an- 
other letter which, for the most part, 
quotes one you have received. 


0 You'll end slow “one-copy” routing. 


( You'll never be short of copies at 
meetings. 


(0 You'll never wait for extra carbons 
to be typed . . . or for your “only copy” 
to be returned. 


(1) You won't have to send your rec- 
ords out of the office to be copied. 


( Your secretary can save a half-hour 
or more in copying just one report. She 
can make 3 Verifax copies in 1 minute 
for less than 4¢ each. 

(1 She won't have to proofread. Veri- 
fax copies are photo-accurate. 


C) She won't have to take dictation 
and then transcribe. 


In short, the savings for both of you 
will probably exceed the $240 

cost of a Kodak Verifax 

Copier in less 

* 7 than a month. 
And we haven't 
considered 

others in your 


<~ ~ office who'll 
get compar- 
able savings. 

: = 


only $240 
—-—MAIL COUPON TODAY —=- 
Eastman Kodak Company 
Business Photo Methods Div.! 
Rochester 4, N. Y. 


Please send information about Verifax 
copying and names of near-by dealers. 


Street 4. 


City. State 


Price quoted is subject to JUG 
change without notice. 
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New efficiency— 
(From page 25) 


In order to avoid interference with 
the day-to-day work of the company, 
it was decided to convert each floor as 
a unit, before moving on to the next. 
Also, every department within the com- 
pany was analyzed on the basis of its 
operations and internal functionings, 
and to determine the other depart- 
ments with which it had the greatest 
amount of business. 


Some floors were set aside for tem- 
porary use by overflow personnel from 
floors undergoing the modernization 
process, and the work was begun. 


As each floor was renovated accord- 
ing to the plans drawn by Wedemeyer 
and Hecker, architects for the conver- 
sion, the ceiling was lowered to provide 
space for air conditioning ducts and 
installation of recessed lighting fixtures. 
Simultaneously, a modern wiring sys- 
tem was installed throughout the en- 
tire building, and new electric, tele- 
phone and office machine outlets were 
provided in floors and columns to elim- 
inate the open wiring that had been 


so dangerous a fixture in the building 
before its conversion. 

The floors, as each underwent con- 
version, were covered with asphalt tiles, 
except in local areas where a high de- 
gree of sound absorbtion was necessary. 
In these cork tile floors were used. 
Walls on all floors were repainted in 
colors carefully selected to give cheer- 
ful working conditions, and also to aid 
in giving proper working light. 

And—pleasantest surprise of all in 
this highly successful conversion—it 
was found that by rearranging depart- 
ments on floors so that each department 
was in close horizontal communication 
with the other departments with which 
it had the greatest number of trans- 
actions, it was possible to reduce the 
amount of inter-floor traffic to the point 
where the building’s four elevators 
were perfectly adequate, Instead of in- 
stalling additional elevators, it was 
only necessary to modernize the exist- 
ing ones. 

Nor were the intangible but impor- 
tant employee morale factors that have 
increased so much in importance since 
1914 forgotten in the conversion pro- 
cess. The twelfth floor in the new 


“old” building has been devoted to 
employee training, lunchroom, and 


lounge facilities. Folding doors between 


the various areas of the twelfth floor 
make it possible to convert several of 
the separate facilities into an area where 
all company personnel can meet at one 
time whenever that is necessary. 
General American—and its 620 em- 
ployees — feels their conversion has 
proved a company can have all the 
advantages of a new building—without 
sacrificing the benefits of a first-class 
location in the heart of the city. 


Work measurement— 


(From page 20) 


viding Units Processed by Total Hours, 
we arrive at a standard figure for the 
number of items that should be pro- 
cessed per hour, or, alternatively, the 
number of hours that should be given 
to processing a given number of items, 
which is sometimes a more effective 
way of orienting the figure. This be- 
comes our performance standard. 

It can be objected right away, of 
course, that this standard doesn’t prove 
too much, since, if we have an inefh- 


9 
Smead te-1-vision 


Filing System...is tailor made for 
any Business whether it be 
: Large or Small 


guides and full information. 


Smeact mre. co. inc., HASTINGS, MINN. 
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Adding machine figures 
must be verified by original 
instruments from the files. 


We say our system reduces filing time. Ask your sta- 
tioner for a demonstration or write us for free sample 
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READER’S DIGEST... 


Book Division 


Determines what their Readers write about 
| by using The Denominator 


Placed on each of 40 desks in their Cust Cc 
partment, The D 


tact De- 


ry Ll 


DEPT. OM 


The DENOMINATOR COMPANY, Inc. 
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each girl to tabulate 


the nature of every piece of readers’ mail answered. Sum- 
mary of totals from each Denominator provides accurate 
picture of customer contacts—as well as providing a means 
of allocating clerical time to circulation, editorial, etc. 


What's your counting-sorting problem? 


For FREE illustrated brochure 
write Dept. OM-53. 


+ ++h 


261 BROADWAY, NEW YORK 7, N.Y 


Manufacturers of Tabulating Machines for 40 years 
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cient department to start with, setting 
up standards based on that depart- 
ment’s performance over a six-month 
period actually only: perpetuates a be- 
low-average performance in the form 
of a standard. 

This is where the experience and, 
to a certain degree, the intuition, of 
the methods planner responsible for 
setting up the work measurement pro- 
gram must come into play. By defin- 
ing jobs within departments, and by 
using in our figures only the time de- 
voted by clerks to jobs of measurable 
output, while excluding all the time 
they may have to spend on “non- 
countable” and non-routine duties, 
we have at the very beginning of the 
process established the most tangible 
and concrete basis possible for our 
figures. Now, the figures we are re- 
cording deal with repetitive jobs that 
are the same as other repetitive jobs 
done in other offices in other com- 
panies, and the experience of the 
methods specialists working with the 
figures for department performance 
will tell him if a department’s per- 
formance of these standard, routine, 
strictly defined clerical jobs is seri- 


ously out of line with average stand- 
ards for the same jobs elsewhere. 
Small performance discrepancies may 
be explainable—variations in the forms 
or procedures used in different com- 
panies may make the production out- 
put—the standard—in one a little 
lower or a little higher than in an- 
other, but again the methods plan- 
ner’s own knowledge of the variation 
in procedure gives him a guide as to 
whether the discrepancy in total fig- 
ures is reasonable or unreasonable. 

It may also be expected that indi- 
vidual slack workers within the area 
covered by the counting center may 
drive the average down, but the ele- 
ment of tighter control implied in the 
work measurement program will gen- 
erally prevent this from happening. 
The supervisor will hear about it if her 
department is seriously out of line on 
its production standards in the count- 
able jobs with similar departments in 
other companies, and she knows that 
specific figures are being compiled and 
analyzed for her department each 
week. She will see that the depart- 
ment knows about it, and from that 


point on, the other workers in the de- 
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Capillory-Action 


Hondipen Desk Set 


Capillary-action Handi-Pen 
desk set holds ink supply 
equivalent to 100 fountain 

n fillings. Keeps ink 
resh—can't flood or clog. 


Kleradesk or izes papers 
— k desk top always 
neat. Easily expandable. a 


“Build-Up"’ Desk Tray — 
used as single trays or in 
stacks of two, three or 
more. A big factor in neat- 
ness and efficiency. 

File-A-Sist saves time, cuts 
filing fatigue. Hooks on 
any file drawer — leaves 
hands free for easy filing. 
Cate-Rack keeps heavy cat- 
alogs and books at finger- 
tips for instant use. 

Moisteners — a complete 
line for every need. 

See the complete line of 
Sengbusch ‘‘Office Essen- 
tlals of Distinction’’ af 
your Stationery or Office 
Supply House. 


No-Over-Flo 
ge Cup 


ideo! Moistener 


30 DAYS FREE TRIAL COUPON 
SENGBUSCH 33) ss fuildins 


WITHOUT OBLIGATION, send us the items checked. 


After 30 days free trial, we will either return the item 
or send our remittance. 


0 File-A-Sist........ $2.75 
0 Cote-Rock......... $8.95 
C0 Desk Tray (1)....$2.25 
DD Klearadesk...... 


(0 Sponge Cup......$1.00 
CD Idea! Moistener $2.00 
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partment will help the supervisors 
press slack workers to begin pulling 
up their average since they will recog- 
nize that the whole department may 
suffer if production doesn’t improve. 

In the last analysis, if there should be 
one or two particularly suspect workers 
individual output records can be kept 
for them alone. This will stimulate 
them to improve performance, since 
there’s no way they can fake their rec- 
ords—their time is accounted for on the 
daily work sheets almost to the min- 
ute. Suppose a clerk takes fifteen 
minutes to chat with the girl at the 
next desk instead of working. She 
can of course forget to put this fif- 
teen minutes down, and conveniently 
list it under some job. But she has 
simply added more time to the period 
apparently devoted to that particular 
job, and has not increased output cor- 
respondingly, which makes her time- 
output ratio figures look so much the 
worse in comparison with her fellows’. 

The only flaw can come with the 
hyper-efficient worker who also takes 
fifteen minutes out to chat, and then 
records the fifteen minutes as work- 
ing time. If her speed is much higher 


than the average, no discrepancy will 
appear in her figures, but if she’s 
hyper-efficient, we're still getting aver- 
age or slightly better than average 
performance from her, 

Our individual standards determined 
by the six-month recording of figures 
(and individual discrepancies caused by 
sub-standard employees can be caught 
early in the survey), we use these 
standards as the reckoning point for 
department performance. Let’s assume 
that we have arrived at a standard, 
over our six-month averaging process, 
of 6.7 hours for processing of 1,000 
orders. We now use this basic figure 
to evaluate department performance— 
on a percentage of efficiency basis—for 
all future processing of those orders. 

But again, in order to make our 
figures fair, and to cover the variations 
in the flow of clerical work, we evalu- 
ate our actual hours worked against 
“Earned Hours”—the standard—on an 
eight-week moving average. That is, 
figures, while compiled and compared 
each week, are averaged with the fig- 
ures for the immediately preceding 
seven weeks, to level variations. 
Thus, our figures for a given se- 


quence of weeks—assuming a standard 
of 6.7 hours per 1,000 items—might 
run something like this: 

Week ending July 7: 5,870 units 
processed, during a total time for all 
clerks of 40.9 hours, At our de- 
termined standard of 6.7 hours for 
processing 1,000 items, the actual 
earned hours represented by the num- 
ber of units processed would only 
amount to 39.3—less than the actual 
hours worked. Thus, our department 
for that particular week would have 
operated at only 96 per cent effective- 
ness on that particular job. 

Week ending July 14: 7,350 units 
processed, during a total time for all 
clerks of 50.2 hours. At our standard, 
only 49.2 hours should have been 
taken for this number of items, so the 
department, while improving slightly, 
is still below par, operating at 98 per 
cent effectiveness. 

Week ending July 21: 7,714 units 
processed, during a total working time 
of 50.7 hours. Now the ratio begins 
to change. According to the standard, 
that number of items should have been 
processed in 51.7 “Earned Hours.” 
Since actual hours worked are less 


Improves health and morale— 
lower absenteeism. 


Write for Bulletin OL-61 


PARR VALET 


LOCKERETTE 


—Combines the best 
features of both lock- 
ers and coat racks. 


Wraps are exposed to air 
and light. Employees do 
not face the weather in 
damp wraps that have 
been crumpled in dark 
lockers—do not eat soggy 
lunches, soaked by wet 
hats or gloves. h 
person has his own 
spaced coat hanger, venti- 
lated hat shelf and 12” 
x 12” x 15” deep lock 
box 
and personal effects. 
Lockerettes save space 
ee 

(2-column) accommo- 
dates 12 people in 6 feet; 
the No. 9-18 (illustrated) 


accommodates 18 in 
feet. 


VOGEL-PETERSON CO. 


1121 West 37th St. « 


for lunches, tools 


the No. 6-12 


Chicago 9, Ill. 


PLYMOUTH RUBBER BANDS 
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AMERICAN NUMBERING MACHINE CO, BROOKLYN 8, N.Y. ~ 


All investment in prestige 


THE poder LINE BY | ROPOLD 


« - a = Distinguished for smartness 
_ etl = a and efficiency 
~ — Pt Sit . — Restful wood tones and 


_ a i a he s smart design lend distinc- 


“* . peat tion to office interiors. 
. h a Smooth flowing drawers 


open easily — close noise- 
lessly. Plenty of working 
area to speed up office rou- 
tine. 

See your Leopold Dealer for 
complete office planning ser- 
* vice. Write us for his name 
o and address. 
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than the hours “earned” by that num- 
ber of items at 100 per cent effective- 
ness, we now have the department 
working at a better than standard 
rate—1l02 per cent effectiveness. 

The two basic figures on which per- 
centage of effectiveness is based—ac- 
tual hours worked on every job cate- 
gory and total output, determining 
“Earned Hours”—are averaged every 
week for the immediately preceding 
eight-week period to give us a fair 
picture of department effectiveness 
against the previously determined 
norm. 

Eight-week moving average per- 
centages for each countable job within 
the department are in turn transferred 
to a master record on which per- 
centage effectiveness of all clerical de- 
partments within the company can be 
compared directly. 

This, in essence, is the basis of a 
simple and effective work measure- 
ment plan adapted to the particular 
requirements and handicaps of the 
office. It is not perfect, and it is not 
going to be as rigid or as exact as a 
plan can be in a factory where there is 
much less variety of duties for the aver- 


age worker, and where there are fewer 
duties of a non-repetitive nature. 


Unusual tasks excepted 


The non-countable duties, the indi- 
vidual variations which cannot be 
subjected to work measurement do 
make up a large part of the office 
worker’s job. But we have guarded 
against this discrepancy by not trying 
to evaluate these unusual and non- 
repetitive jobs, and by excepting the 
time workers spend on them from our 
figures. Thus, if department output 
is very low on a countable job during 
any one week because its clerks have 
been put on a special job not in their 
regular routine, our figures will not 
be thrown out of line because only 
the time spent on their regular duties 
during that week is evaluated against 
their regular output that week. Sim- 
ilarly, if two clerks are out sick during 
the week and department output drops 
correspondingly, the percentage effec- 
tiveness figures will still be valid be- 
cause time figures are compiled for the 
department as a whole, and a smaller 
total of actual hours worked will be 


recorded against the output. 

The one drawback in the system lies 
in the nature of office work itself. 
Now, what are its advantages? 

First of all, it is simple and econom- 
ical to operate. Keeping individual 
counts of worker output is difficult, 
time-consuming, and interrupts the 
flow of work for the clerk who must 
keep her own records, The simple 
time records are the easiest thing in the 
world for her to record, however. Out- 
put records require part-time services 
by one person at the counting point 
established. 

But there are other advantages in 
keeping work output totals for the 
group rather than for individuals. 
This policy introduces the element of 
internal policing by the group to keep 
sub-standard workers up to par, since 
the department as a whole is subject 
to management criticism if its per- 
centage of effectiveness is consistently 
lower than the other departments’. 
This factor operates even more strong- 
ly, of course, if an incentive pay plan, 
based on each department’s percentage 
effectiveness above the standard, is put 
into effect. 


LOWER 
PRICES 


Se elanss and Paper Corporation 


121 VARICK STREET §¢ NEW YORK 13, N.Y 


ee ee 


ENVELOPE AND PAPER CORPORATION 
121 Varick St., New York 13, N.Y. 


Send attached 
coupon for 

*handy illus- 
trated folder 
describing all 


Attn: Dept. O5 


Name 


Date. 


CHelsea 2-6432 


C) Send me illustrated envelope folder. 


types of envel- 


opes. c 


Pr 7 


GET OUR PRICES Address. 


ee 


AND COMPARE 


country. 
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"Described in the NIGP letter service (National Institute of Govern- 
mental Purchasing) and used by governmental agencies throughout the 


OFFICE MANAGEMENT 


The Business Game goes smoothly 
when moves are signalled by 


Write for free color folders 
on Graffco Products. 


GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


May, 1955 
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9 ~ DEL-E-TAPE!” 
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Your typists can turn out a perfect typing job every 
time with Del-e-tape ribbons in their machines. 

_ «a Because when a change is necessary they can 

A few seconds here Re use Del-e-tape deleter to take out a word, 

a few minutes there — an entire sentence—as much as you like! 


day after day DENNISON Retyping is eliminated. 


: } Del-e-tape deleter works like magic. Just a 
HANDY HELPERS are time touch of the liquid and mistakes disappear. 
Savers In office, school No smudging, no rubbing, no “fuzzing.’’ Type over 

‘as on the same spot and it looks as good as new. 
and home. Work is finished faster and neater. 


Dennison shipping tags, Del-e-tape types clean and sharp—never fades. 
= seo Available for all standard and electric 

marking tags, key tags, fs typewriters. 30-day money-back 

gummed labels and seals, — guarantee. 

index tabs, reinforcements, 


di : ; You have to 
mending tape and many try it to believe 


more are it! If your 
dealer cannot 


Handy to Have — supply you, 


use coupon 


Have them Handy | order form. 


e 7 fi — — — — — — — “MAIL THIS COUPON FOR TRIAL ORDER- — — ——-——-—=—-— 


AETNA PRODUCTS COMPANY, INC. PRICE LIST 
P.O. Box 438, Hicksville, N. Y. 
Please enter our trial order for DEL-E-TAPE Ea $ 1.50 
RIBBON and DELETER. 1 


Quantity Make of Typewriter IBM Electromatic 
Manufacturing Company meveneons 
Framingham, Massachusetts 


Del-e-tape DELETER 
$.50 Each $5.00 doz. 


Leoecwanweaeeveuean 


OFFICE MANAGEMENT May, 1955 29 


mm. &F with on 3 S! a — 
; : * € ) \ fi ‘ F I 
4 & . . a WA ; fi} % 
Si : vet Po - <y i ; € : 
fi5i> Ee wee 
- Ve FE Su: 
. C 
N - ‘ « 
1 ; oe a 1 
3 nn hn BM | Dele tape bk . 
a - 
4 a : ) NG abicestsdinntedngasbeacoiskeseneess ih 
men Susan) stenoses sr staes cadnetondaseteees=rersaiine { 

: / : 
i 2 


BIE TR 


ERG AP 


We usually advise that a company 
delay final decision on an incentive 
pay plan until after its work measure- 
ment program has been in effect for 
some time, and that never under any 
circumstances should the workers be 
informed an incentive pay plan is be- 
ing considered at the time work meas- 
urement studies are first begun. The 
reason for the latter advice is obvious. 
Since standards are being set on the 
work output averages achieved by de- 
partments over a six-month period it 
will be a temptation to every worker in 
the department to insure that the six- 
month output is as low as possible. 
Knowing that eventually an incentive 
pay plan will be started, she will reason 
department performance can then reg- 
ister startling gains over the artificially 
low standard. 

This is a must—concealment of 
management consideration of an incen- 
tive pay plan throughout the period 
when standards are being established. 
As to the general validity of incentive 
pay after a work measurement pro- 
gram is in effect, that is a matter for 
individual management judgment. 
There can be no hard and fast rules 


about it. If management finds that its 
departments, for whatever reasons, are 
generally maintaining a work output 
substantially higher than the determ- 
ined standard, it may very well decide 
that an incentive plan would represent 
a bookkeeping and out-of-pocket ex- 
pense that is not justified. 

However, if department output hov- 
ers right around the standard, falling 
slightly below it one week, forging 
slightly above it the next, and man- 
agement feels definite benefits would 
result from increased production, an 
incentive pay scheme has great merit, 
and is relatively simple to operate on 
the work output measurement plan 
outlined. 

Divide benefits 

We generally advise management, if 
an incentive pay plan is decided on, to 
divide the sum equal to the effective- 
ness increase equally between the com- 
pany and the employees. In other 
words, if any one department registers 
a work output ten per cent higher than 
standard during the eight-week period 
used as a base, the departmental em- 
ployees included in the plan would 
receive a five per cent premium over 


their regular weekly wage. In order 
to promote better cooperation between 
groups in large departments handling 
a multitude of jobs, and having sev- 
eral counting points for work output, 
it is sometimes wise to subdivide the 
premium payment even further, paying 
Y, of the % gain on the basis of group 
performance, % on the basis of over- 
all department performance. 

Thus, if a given department register- 
ing an over-all gain of 10 per cent over 
standard for its eight-week average 
had two groups with separate counting 
points, and separate output records be- 
ing maintained, and Group A showed 
a gain of 12 per cent for the period, 
Group B, a gain of 8 per cent, com- 
parable premium figures for each group 


would be: 
% %& KL % 
Gain Gain Gain Overall Total 
Group A.... 12 6 2 33 53 
Group B.... 8 6 is 2 = 


Department . 10 5 


Each worker in Group A would 
thus receive 5.3 per cent of her base 
weekly earnings as a premium; each 
worker in Group B, 4.6 per cent of 
her weekly rate as a premium. 


Tru-Posture Chair for 


JUNIOR 
EXECUTIVES 


Puts more efficiency into a 
busy man's day. 


Chair adjusts INSTANTLY! 
For other features: (1) Back 
rest may be raised or low- 
ered; (2) It can be brought 
forward or backward; (3) 
Back rest may be regulated @& 
to any degree of tension; (4) 
Back rest flexes to fit body. 


NOW Dependable offers an 
INSTANT, AUTOMATIC, ADJUSTABLE 


CUTTER HEAD ASSEMBLY. 

Now, in one convenient, clean operation, office 
personnel can remove the worn, dull cutter head 
and replace with the new. Ask your stationer for a 
demonstration, then order and stock an adequate 
supply for quick, easy replacement. 


Is all it takes to com- 
pletely revitalize your 
Apsco Pencil Sharp- 
eners with Apsco’s 
revolutionary new 
development, the 
“COMPLETE” 


Specify, too, Apsco Pencil 
Sharpeners, Staplers, and 

Punches. It costs less to buy 
the best. 


YOUR DEALER IS AUTHORIZED TO GIVE YOU 30 
DAY FREE USE! If not satisfied, he picks up the chair. 
No obligation. Phone your dealer and say you want 
Dependable’s Junior Executive Chair as offered in this ad. 
Spend less for the junior executive, and give him MORE 
efficiency throughout the day. Let us prove it! 


DEPENDABLE MANUFACTURING CO. 


New Factory at Bellevue, Nebraska 


Apsco products inc. 


P.O. Box 840 Beverly Hills, Calif. 
Factories: Rockford, Ill. * Toronto, Canada 
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maximum 
efficiency... 
minimum 
confusion... 


office move 


Neptune’s expert, exclusive consultation serv- 
ice plans your move—assures you that not a 
second will be wasted .. . not a minute lost 
during your office move. More men... more 
equipment . . . more know-how make the 
difference. For on the dot office moving... 


call neptune 


YOU PAY NO MORE FOR THE BEST! 


NEPIVNE 
STV RAGE 


i ‘es. 
OFFICE MOVING DIVISION 


Riverside Drive at 134th St. 


New York City WAdsworth 6-9500 
AGENTS IN PRINCIPAL CITIES 
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NEW filing System 


SAVES SPACE! 
SAVES TIME! 
SAVES MONEY! 


with 
“TWICE AS MANY RECORDS IN THE SAME SPACE’ 


o ee 


Your Same Amount —— 
of Records in HALF @& 
the Space! 


Typical Visi-Shelf instal. 
lation shows space- 
saving advantages! 


Records are always accessible 
for faster, easier filing! 


THESE SAVINGS CAN BE YOURS 


Floor Plan of an Actual Filing Area Before 


Installation of the Visi-Shelf Filing System 
147" 


CY 


This area was occupied by 196 four drawer letter filing cabinets with 
a filing capacity of 784 drawers or 20,776 filing inches. 


Floor Plan after Installation of the Visi-Shelf Filing System 


a 


More Thon Holf the Filing Area Recovered for Other Use! ~<& > 


90 Visi-Shelf Filing Units, occupying less than half the original filing 
area, hold all of the records previously filed in the entire filing area! 
These units, with a filing capacity of 25,380 filing inches offer 4,604 
more filing inches —an increase of 25% in filing capacity. 


Don’t Delay! ee ee ee 
Send for full details of | Visi-Shelf File, Inc. : 
this remarkable new § 105 Reade Street P 
Filing System! r New York 13, N, Y. 
Please send free catalog describ- i 
© 1955 i ing the new Visi-Shelf Filing System. § 
SERPS RAIS Chan ce OD noe PRIN 
VISI-SHELF 1 
I iis ctenteadaniatatadihasnsesenniiinn 
FILE INC. ' 
105 READE STREET 7 Zone......State........ i 
NEW YORK 13. N. Y. mmeannnaeanted 
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The benefits, since they are paid on 
an eight-week moving average—an 
average of work effectiveness for the 
eight weeks immediately preceding 
each pay date—would be paid at the 
same time as the regular wages. 

Some of the benefits of the work 
measurement plan, either with or with- 
out the incentive pay corollary, are ob- 
vious—the foremost being of course 
management’s ability to locate produc- 
tion areas operating below par with a 
fairly high degree of accuracy. But 
there are other benefits coming from 
this increase in management control 
that are not so apparent at first glance. 

One of these is the increased knowl- 
edge given department heads of their 
manning requirements for various jobs 
within their departments at peak 
periods. If the department head knows 
what production on a given job should 
be with a given number of workers 
devoting a given number of hours to 
that job, and if he knows that the 
number of units to be processed in 
any future period will be far larger 
than that particular number of work- 
ers can efficiently handle, he doesn’t 
have to guess how many additional 
clerks will be needed. He can, know- 


SS 


ing how much additional volume to 
expect, predict with fair accuracy, after 
reference to the standard for that job, 
exactly how many additional workers 
will be needed and for how long. 


Two-way regulation 


The reverse is equally true. If the 
department head knows that the work 
load on any given job is going to be 
considerably less than the usual he can 
estimate—again quite accurately—how 
many clerks it is safe to take away 
from that particular work, and assign 
to another job. In this phase, too, the 
internal policing implicit in the system 
gives it an even higher degree of self- 
regulation, since each supervisor within 
the department, instead of trying to 
hold on to her clerks through slack 
periods and asking for additional] help 
in peak periods, will try to get rid of 
clerks she doesn’t need in slack periods. 
The reason is plain; if she doesn’t, the 
percentage effectiveness figures of her 
particular group will fall off sharply in 
the slack periods, since workers will 
be doing less work than usual while 
taking the same number of hours usual- 
ly required for normal volume. 

Thus, control of idle time becomes 


almost automatic under the system, 
since all supervisory levels, and to a 
degree, the workers themselves, will 
realize that idle time will penalize them 
in management's eyes, The self-regulat- 
ing factors operate even more effective- 
ly under an inventive pay system, of 
course, but they are significant in the 
work measurement system alone. 

This system, both with and without 
an incentive pay plan in addition, has 
been installed by our firm in several 
different companies, and it has achieved 
the results outlined in all of them. It 
is not as tight nor as effective as work 
measurement plans that have been de- 
vised for some factory areas, granted, 
but the simple fact is that no system 
can be designed for office work that is 
100 percent effective, and much more 
elaborate plans than this can accomplish 
no more—except in the negative sense 
of raising management costs. 

The plan outlined is not perfect, but 
it is considerably better than no work 
measurement plan at all, and it has 
the added benefits of simplicity, econ- 
omy, and automatic self-perpetuation, 
since it is to the worker’s own advan- 
tage, in the last analysis, to keep pro- 
duction at or above the standard. 


for the present 
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LANSDALE PRODUCTS CORP. 


BOX 568 LANSDALE, PENNA. 


THE INCOME TAX MAN 


will let you deduct the cost of busi- 
ness travel—but only if you have 
definite, itemized records to show him. 


BEACH'S 
“Common Sense" 


EXPENSE BOOKS 


are best because you jot down the 
expense as it is incurred rather than 
later when a lot of it is forgotten. 

Mr. Stationer, recommend BEACH'S 
to your customers. They are now 
more important than ever! 


Beach Publishing Co. 


7238 Woodward Ave., Detroit 2, Mich. 


Do your work in 
**SHORTER™ Time 
“"SHORTER'’ Space at 
““SHORTER'’ Cost 


Wherever Sorting Is Necessary 
FILING - BILLING 
ENTERING - DISTRIBUTING 
SORTS 
ALPHABETICALLY - MONTHLY 
DAILY - NUMERICALLY BY 5's 


made of 2” MAHOGANY PRESSBOARD 

with 4” clear, insertable TABBING 

and EXPANDABLE CHICAGO SCREWS 

# 25-61—25 Division—for cheques 

and slips 

#25-1—25 Division—general use $5.95 
#31-10I—31 Division—general use 


#50-10I—50 Division—special use 
10.95 


$ 
RECORDPLATE CO. 


16 E. HOLLY ST., PASADENA_1, CALIF. 
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PROOFS 
DIE 


MAIL US YOUR LETTERHEAD 
PROOF MAILED PROMPTLY 
NO OBLIGATION 


DEWBERRY ENGRAVING Co. 


801 SO. 201TH STREET - BIRMINGHAM 5, ALABAMA 


America’s Largest Engraver of Fine Sta yionery 
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Model J-60 Two-way Plier 
features both temporary 
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TRADE MARK 


JUST 
mre CLICKS 


— iT CLICKS TO THE EAR 
— tT CLICKS WITH THE EYE 
— AND IT CLICKS IN THE HAND 


No pounding with Neva-Clog—ever! It's the 
smooth-acting, trouble-free, portable, quiet plier- 
type Stapler that CLICKS with everybody. 


N-C stows away, nicely compact and flat, in shallow 
desk drawer...in steno's desk-well...in briefcase, 
purse and even hip-pocket. Yet it's always handy 
for dependable stapling year-in-and-year-out. 


N-C works best in the office...on the road...in 
the shipping room, store, school and home. It 
just CLICKS — everywhere! 


NEVA-CLOG PRODUCTS, INC. 


Bridgeport 1, Connecticut 
0. H. Davison & Co.—Pacific Coast Rep., 


Canadian Staples Ltd.—Montreal, Toronto, Winnipeg, Vancouver i} { 


609 Mission St., San Francisco 5 
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The BRAND NEW 
Waldon Roteils Eronw 


No. 38 BALL POINT! 


Cleanly Erases All Writing 
of BALL POINT PENS 
AND PENCILS 


_ 


~ BALL POINT 
Whedon Robeilh Grane 
No. 38 MADE IN USA. 
PEN-PENCIt 


Get acquainted immediately with 
this new, sensational, time-saving 


eraser! 


Made by the world’s foremost eraser experts, of spe- 
cially-textured rubber, for clean erasures of all ball- 
point ink and ball point lead. 

Attractively green-colored Handy elliptical shape. 


Ask your dealer for demonstration and prices NOW! 


WELDON ROBERTS 
RUBBER CO. 
365 Sixth Avenue 
Newark 7, N. J. 


World's Foremost 
Eraser Specialists 


Correct Mistakes in Any Language 
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CLASSIFIED ADVERTISING 


Rates are |5c a word. Minimum charge $3.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy Used Equipment 


Position Wanted 


WANTED—ALL TYPE OFFICE Machines, Filing Equipment, Office 
Furniture, Kardex, Acme, Postindex. Will exceed manufacturers’ trade- 
in allowances. Trite, Wire. National Office Equipment Co., 429 Broome 
St., New York 13, N. 


ELECTRIC BOOKKEEPING MACHINES. Nine (9)—Used Electric 
Underwood—Sundstrand Bookkeeping Machines with stand and extra 
one plate. Models E204090, Series 809, New 1952—1953, Condition— 


POSITION WANTED: LLB law, BS commerce, age 39, over ten years 
Leader with “get it done eee. 


successful office management experience. 
cessfully’’ motto. Move anywhere opportunity. 


Permanency only. 
3116 Kensington Ave., Evansville, Ind. 


PRODUCTION ENGINEER—Asset to manufacturers, aves of produc 
roduc- 


all phases of 
anufacturing 
Consulting or permanent = 


signers. Experienced in coordinatin and plannin 
tion: Estimating, Procurement, Quality Control, 
Packaging, Customer Relations, etc. 
O.M, 185 


SYSTEMS ANALYST, MBA, Experienced, available project basis for 
adapting data processing to electronic computers, equipment evaluation, 
systems planning and simplification. O.M. 186 


For Inspection and Location—<contact: E. W. Tolin, New Hol- 
land Machine Division of the Sperry Corporation, New Holland, Penn- 
BURROUGHS BOOKKEEPING MACHINE, Serial 78A756864. Used 
only about one year. Completely checked by Burroughs Company. TRS 
i 
sell for $500. __Conewango Service, Randolph, New York. 
tion or Sementoation—Ti. R. Hull, The Kissick Company, 60 E. 42nd St., WILL BUY FOR CASH 
N. Y. MU 7-5020 
raph printer 20° x 35”, and ae x mac _ Grignal cost: $468. BURROUGHS........... je! #7200, 7800, M-215, M-222, M-235, M-806 
einhold Publishing Corp., 430 Park Ave., N. Y. syRnovans_sensiMMAtio’ bee bed-0bcnn Satie 100, F200, F300, oo 
RKOBOTYPER Model _ #ER-4854-CA, complete with 1951 N.C.R. PROOF & ANALYSIS. .....#22010 (I 

Underwood Electric Typewriter and same year Perforator for cutting 


sylvania. Phone: New Holland 4-2121. 

writer keyboard, seven register machine. New cost about $4,000. 

PHOTO. C OPY] TING MAC HINE—Used, excellent condition. For inspec- 

FOR SALE— Remington- Rand Figen y equipment, one year old; Porta- USED BILLING ° BOOKKEEPING MACHINES 
FOR SALE: anes = NATIONAL CASH REGISTERS...... "i (ia rag oa Gia 


records including stands. Excellent condition. What will you offer? Oe ren 230612 (124—2X) 18 s3—40,000 

O.M. 182 N.C.R. INSTALLMENT POSTING. .. .#A2206 (64UP), ad a (ez (630) 

FOR SALE—Dictograph Intercommunication System. Twenty line system i ee W's600,000 & over 

complete with Executive Master Station. Excellent condition. For full aaa NN EEA NI ERR AR I ie go = over 

information write O. M. 187 BRANDT COIN MACHINES—Model aMaaee $60, 61, 100, 101, , 201 
ES MIE. v0 ci'wsnecdcmaccevuisadadenbbebessecusquahte sine eo ouly 


Advise Complete Model & Serial Numbers 
for Our Quotations 


L. A. PEARL COMPANY 
Dept. 3M, 140 West 42nd Street New York 36, N. Y. 
BRyant 9-1459 Wisconsin 7-1220-1-2 
DEALERS IN USED ACCOUNTING MACHINES 


Business Opportunities 


WE DESIGN, EDIT—and Produce House Magazines for business organ- 
izations in the East—employee or external. We perform all editorial 
functions—see each issue through to completion. Also skilled in prepara- 
tion and presentation of office reports. Kim Darby & Associates, 5 S Beek. 
man St., New York 38, N. Y. 


3 poputar LABELING propucrs 
ermar Stile 


+--+ PERMA-STIK, the self-adhesive tube or strip-like label holder that is 
now open on three sides for greater utility. It will hold a card many 
times its own width. Very easy to use. 


FOR BINS AND SHELVES — Available in three sizes. 


PS-¥2 2" x 6"  30c per ft. 
PS-% 43%" x 6" 35¢ per ft. 
PS-1 1” x 6% 40c per ft. 


FOR RING BINDERS a, 


Smooth finished, durable meta! construction—celluloid window protects and keeps 
label clean. Neat uniform appearance —lasts indefinitely. 


SO-1 for 1” Ring Books... ...... $0.25 each 
$O-1¥%2 for 12” Ring Books....... -30 each 
$O-2 for 2” Ring Books......... -35 each 


SLIP-ON LABEL HOLDERS 


“4 
“/ sc +/ FOR POST BINDERS 
ae SF 7 There is o Vinyl Plastic Label Holder for every type of open back binder. 
gry , , y; Will not warp or curl—made to Slip-On any size post. 
ae PTEN  * 4. eee $0.20 each 
“Seo //// TT ee 25 each 
al TY =. | reper .30 each 
OFFICE PRODUCTS, INC. 
9920 Freeland Ave. Detroit 27, Michigan 
West Coast Distributor: Arch K. Ansty, 17! - 2nd St., San Francisco 5 
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Couldn't catch up! 


...no matter how hard we worked 


OFFICE MANAGEMENT May, 1955 


This company averages 900 orders a day. 


With a dozen clerks, and even operators on nine 
electric billing machines, invoicing lagged — 


until bills were going out eight weeks late! 
And then Ozalid came to the rescue! 
A new order form was designed, printed 
on translucent paper. Copies of salesmen’s 
orders are used for invoices. Bills go out on 
time. Finding billing machine operators is 
no longer a problem. The payroll savings 
is about $1,000 a month! 


In thousands of companies. .. 
Ozalid is expediting operations by making 
copies of invoices, specifications, statements, 
orders, reports — to speed order filling, cred- 
its, production, billing, accounting, etc. 

On cumulative reports and statements, 


OZALID 


Ozalid Bamstno is the smallest, fastest, 

low-priced office copying machine; 
will make 200 copies an hour, on sheets 
as wide as 9” for less than 2¢ a copy. 


new entries are added and current copies 
made with Ozalid. 

Anything written, typed, printed or drawn 
on translucent (lets light through) material 
can be copied easily and quickly, without 
negatives, stencils, developing tanks, dryers. 

Ozalid copies are accurate, delivered dry. 
A letter sheet size copy costs less than 2¢. 
Anybody can use an Ozalid machine. 

An Ozalid machine soon pays for itself in 
any office. There is a model to fit your needs. 
The nearest Ozalid distributor (see phone 
book) will show you. Or write 187 Ozaway, 
Johnson City, New York ... In Canada, 
Hughes Owens Company, Ltd., Montreal. 

OzaLip — A Division of General Aniline & 
Film Corporation...From Research to Reality! 
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Unguarded furniture legs raise Cain with expen- 
sive office floors. 

If you've re-finished a floor lately, you know it 
produces a large pain in the pocketbook. And if you 
postpone the job, the worse your floor looks. 

Best way to prevent floor erosion is to use smooth- 
sliding Bassick Rubber-Cushion Glides. Broad, flat 
base of polished, hardened steel won’t mar floors. 
Live rubber cushion absorbs shock. A size for every 
need — adapters for metal-tubing legs. Call your 
office equipment supply source 
today. The Bassick Company, 
Bridgeport 2, Conn. In Canada: 
Belleville, Ont. 


Don’t forget casters! “Dia- 
mond-Arrow” Casters make 
office chairs and furniture 
roll at a touch. Double ball- 
bearing action for easier 
swivelling. Soft rubber or 
tough plastic treads. Types 
for metal or wood legs. 


-~ SICK 
rey Bassick 


A DIVISION OF 


MAKING MORE KINDS OF CASTERS... MAKING CASTERS DO MORE 
86 


ADVERTISERS’ INDEX 


Acco Products, Inc............. 75 
Agency—La Porte & ; 


Ace Fastener Corp Pe: 61 
Agency—The Vanden < 0., Inc. 
Aetna Products Co., Inc........ 79 


Agency—Albert Frank-Guenther Law, 
Inc 
Allen tates Machines, Inc., 


Agency —Wesley Aves & Associates, 


nc. 
American Automatic Typewriter 


° De ap IGS Ey Re EE AE 
Agency—Frank C. " Nahser, Inc. 
American Lithofold ee eee 


Agency—Burlingame-Grossman Adv. 
American Numbering Machine 


as cis ati Pr 2 Pe 
American ptepmene & Tele- 
graph Co 
Agency—N. Ayer & Son, Inc. 


American Writing Paper Corp.. 64 
Agency—Fairfax, Inc. 
Apsco Products, Inc Tete... 
Agency—Julian R. Besel& Associates 
Arnot-Jamestown Div., Aetna 
Steel Products 54, 
Agency—Alfred J. Silberstein, Bert 
Goldsmith, Inc. 
Art Metal Construction Co..... 35 
Agency—Comstock & Co., Adv. 


B 
Baltimore Salesbrook Co.... 10 
4 —Vansant, Dugdale & Co. 


Bapsick. is WO. 0.6 cccescnes 
Agency -James Thomas Chirurg Co. 


Beach Publishing Co........ 


Casper, Inc., Irwin. ......... a 
Columbia Ribbon & Carbon 

Pe ER ois 5 x och xd eed 44 

Agency—E. M. Freystadt Associates, 


Inc. 
Corry-Jamestown Mfg. Corp 11, 12 
Agency— Walker & Downing, General 
Agency 
Cramer Posture Chair Co., Inc. 41 
Agency—D. L. Goldsberry & Co. 


Cummins-Chicago Corp........ 71 
Agency—Aubrey, Finlay, Marley & 
Hodgson, Inc. 


D 
Dennison Mfg. Co.......... 79 
Agency—Batien, Barton, Durstine & 
Osborn, Inc. 
Denominator Co., Inc., The.... 74 
Agency—Moresales Associates 
Dependable Mfg. Co............ 
Agency—Anderson & Roll Adv. 
Dewberry Engraving Co........ 82 
Dixon Crucible Co., Joseph... .. 40 
Agency—Fletcher D. Richords. Inc. 
du . aj de Nemours & Co., Inc., 
Agency—Batten, Barton, Durstine & 
Osborn, Inc. 
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Agency—French & 
Eastman Kodak Co 

Agency—J. Walter Thompson Co. 
Envelope & Paper Corp......... 7 
Esterbrook Pen Co., The....... 

Agency—The Aitkin- Kynett Co. 


F 
Faber Pencil Co., Eberhard 
3rd Cover 
Agency—Anderson & Cairns, Inc. 
Felt & Tarrant Mfg. Co., Comp 
tometer Division........... 49 
Agency—N. W. Ayer & Son, Inc. 
Felt-Tarrant Mfg. Co., Dictat- 
yg rye ee 
Agency—Tim Morrow Adv. 


G 
GR Products, Inc.............. 59 
Agency—John Norman Adv. Agency 
Gestetner Duplicator Corp..... 70 


Globe Wernicke Co. The 
Agency—Strauchen & McKim Adv. 
sem “ae Printing & Stationery 


Agency—Bruce Angus Adv. Agency 
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Agency—Richard & 
Graff Co., George B OF FE OP 
Agency—Eddy-Rucker-Nickels Co., 


e 
Goop Bile. Con, Tike. 22. cccsccee 39 
Agency—French & Preston, Inc. 
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Agency—Hutchins Adv. Co., Inc. 
Hemisphere Steel Products 


Corp., Flushlock Div...... 52 
Agency—D. C. Smith, Inc. 
ne Galiis TING. co cverueccess 59 


anep—Sreak C. Jacobi Ado. 


Indiana Desk Co........... aoe 
Agency—Keller- —" Co. 
Industrial Tape Cor, 
Agency—The “Aitkin. K ynett ‘Co. 


K 
Kahn, Inc., David.......... 37 
Agency—E. T. Howard Co., Inc. 


L 
Lansdale Products Corp........ 82 
Agency—Sanders & Thomas, Inc. 
Lee Products Co......... bce 
Agency—Wm. L. ‘Baxter Adv. 
pold Co ; 
Agency—N. A. Winter Adv. Agency 


Macey-Fowler, Inc............. 4 
Agency—Givaudan Adr., Inc. 

Management Control Charts . 
Co . 


Agency— ~Scantlin & Co. 


N 
National Business Show........ 47 
Agency—Robert Conahay, Inc. 
National Cash Register Co., The 
2nd Cover 
Agency—McCann-Erickson, Inc. 
Neenah PaperCo.............. 
Agency—Burnet-Kuhn Co. 
Neptune Storage, Inc 81 
Agency—Hayes-Endler- Brown, ‘Ine. 
Neva-Clog Products, Inc. : 
Agency—Wilson, Haight, Welch S 


Grover, Inc. 
Oo 
Office Management...........- 42 
Office Products, Inc............ 84 


Ee BOWMIOO. 6 ons cc dcc cece 
Agency—C aq A W. "Hoyt Co., Inc. 
Oravisual Co. REC 
Ozalid Div. of eed Aniline & 
aa Sees 
Agency—L. E. McGivena & Co., Inc. 


Parsons Paper Co...........- Ke 
Agency—Wilson, Height, Welch & 
Grover, Inc. 

Paterson Parchment Paper Co.. 68 
Agency—Grant & Wadsworth, Inc. 
a Le SY ee ere 84 
Peerless Photo Products, Inc... 70 

Permacel Tape Corp............ 
Agency—The Aitkin-Kynett Co. 

Pitney-Bowes, Inc.............. 13 
Agency—L. E. aes & Co., Inc. 

Plymouth Rubber Co., Inc. .... 76 
Agency—Hirshon-Garhfeld, Inc. 


R 
Recordplate Co., The........... 82 
Agency—Teri Pall Adv. 

Remington Rand, Inc.......... 67 
Agency—Leeford Adv. Agency, Inc. 
Roberts Rubber Co., Weldon... 83 

Agency—La Porte & Austin, Inc. 
Rudd-Melikian, Inc............ 65 
Agency—Geare-Marston Adv. 
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Seshure Compu. 5. P.... 2 cc cccces 8,9 
Agency-—The Buchen Co. 
Sengbusch Self-Closing Ink- 
RE Fe 75 
Agency—Roy A. Franke Adv. ane 
Smead Mfg. Co., Inc., The..... 74 


Underwood Corp......... 4th Cover 
p yratem ae Nae og Smith, French & 
Dorrance, Inc. 
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Visi-Shelf File, Inc............. 81 
Agency—Ritter, Sanford & Price, Inc. 
Vogel-Peterson Co............. 7 
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sparkling 
color! 


feather 
touch! 
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J 26 High-Visibility Colors 


, 


COLORBRITE leaves a vivid trail of intense color at the slightest pressure. No 
other colored pencil makes such smooth, even, sparkling, brilliant lines with so 
little effort. COLORBRITE takes a sharp point, too. Ideal for figures, forms, charts 
and graphs. Wetproof—fadeproof—smearproof. Another major achievement 


by Eberhard Faber, the name most people rely on for fine writing materials! 
Trademarks Reg. U. S. Pat. Off. 


~~ BBERIARD ABER =” 


NEW YORK + TORONTO 
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5-DAY 
TRIAL! 


High-Speed, simple 
ten-key operation 


People in your business who’ve been 
using adding machines for years tell 
us they’re amazed by the Under- 
wood Sundstrand. It’s the fastest, 
easiest machine they’ve used. And 
tests prove it’s the most dependable. 


But you be the judge! Write on your 4 


«1% 


UNDERWOOD @@nitiim 


Og aes 


* 
05 gus’ 


4 > 


“SS 


business letterhead to Underwood 
Corporation, Dept. D-17, One Park 
Ave., N.Y. 16, N.Y., for a five-day 
FREE trial of the Underwood Sund- 
strand. Use it in your own office on 
your own work with your own oper- 
ator. There’s no cost or obligation. 


CORPORATION 


ONE PARK AVENUE, NEW YORK 16, N.Y. 
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